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BRIGHT AND MODERN: Entrance t& 
New York office of United Air Lines 
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NASCON OFFERS DISTINCTIVE HOLIDAY GIFTS 


. “ ¥ y " i w! oe © fa) 
Illustrated on this page are but a few of the attrac- pee. my 
tive numbers in the Nascon Line whose exclusive styl- , , = 
ing, quality and high utility value assure them of last- es el 
ing appreciation and constant use throughout the 6 = ‘ee. a 
year. Order from your local stationer today for pre- ag ie 7 
holiday delivery. a. . | é * a 
: - sf Be 
& “(Mascon > = a8 : sg % e 
‘AT-A-GLANCE-- 2 Sm ch i ee 
Products / be a of coe oe 
SEG US FAT OM8* ey 
oy 6} — . Be 
A. NASCON DATES TO BE REMEMBERED—De- — _———t . 
signed for the recording of birthdays, anniversaries Se ———— £.. 
and other important dates to be remembered (Per- 3 ie —— SS oa 
petual form). ia ie ae rT bs 
. ’ _———t = ; 
= ———S vee 
B. NASCON ADDRESS AND MEMO—A beauti- pipes : —— 2 —— sO 
fully designed, highly practical desk piece that in- _— _ 
cludes a wire-o bound alphabetical index for ad- _=__ | - 
dresses and telephone numbers and a refillable per- A pt 
forated memo pad. —————— 
‘ secre 


C. NASCON DUODEX—A unique vest pocket or 
purse size piece that includes a wire-o bound, alpha- 
betical address section, a perforated memo pad, 
and a pocket for calling cards. 

. 


D. NASCON WEEK-AT-A-GLANCE—Provides for a 
week's appointments and memoranda at a glance, 
current and following month's calendars always in 
view, a complete three year calendar and an alpha- 
betical index for addresses and telephone numbers. 
Available in desk and pocket sizes in a variety of 
distinctive bindings. 


NASCON SALES CORPORATION 
60 EAST 42ND STREET, NEW YORK 17, N. Y. 


Te 4 (AS ee. eee OR fae tae We Bees 8 f es) a ee yo ee 7 tS a 
: sae 
. 
a 
ee 
ie 
wey 2 
3 
Ties 
i 
ie 
a 
+ ’ 
e 
Be 
aa 
sae 
a 3 
ie. a sie ne — 1 
oe ee cle ‘ar: < “e : 
pee a é a r ‘ ale F . » ; 
ae. \ as ‘s ar ie: % “ | 
oe sia ty oF is a) eh P = | | 
ee * Aa aa : | 
a sf Rick : A ; ‘ : i 
= eo Ul 
; oh i <a” y 3 : Oe origami x ' 
7 ——— ee = ‘4 Be, 2 4 Be bs) 
. ee 3 ee — Bis! . 2 | 
: a - = Pu eae ; axe 
ee : oa ee . bd i Be : ao 
ae bt ee aca ; i nti ’ é - : 4 ee ae 
a — °? 7 * in 2 . ne s . } . : > fe 
“gi i es is ay “Y % : Best ibis : ie be: 4 a 2 at Bes | 
__ a Sa a cote a fuoed + A * 4 eae ep ie 
as ait : Me go 22 ae! aa ie - f ‘ 7 Re =e Pea ae Ss the ‘| 3 I . es 
a Gta oS y : ; ; ie Ee hah ee : 4 Sea ay , # yeas 
ag fe ' Ao: ¥ ; Q : Net 5 a meets mo pen Sah al ee roe & | 
ye ¢ ‘ eet ce (dion ae ’ = ' Slerh’ eee 
Bm be an Ee, : i forse a -*s sae 
ad bs eee a. ‘ Re ; Regt 3% ‘ es ag 
* ee ‘ie a s ee sree * : tay 
gs! a 4 Bet a? 4 ee gs” oe > OP ree ee 
ae : oy. We " Se : rio a a as Ay 
op . a , q > a i 3.5? SS & oa’ 
= Pr 8 eras : a = Saath: He. eae 
ae . ; & - # “ Bi Fite e E +3 | 
oe ’ | Rie ide ‘- Ea 2 —_. F b ae ‘ 
ee arr Rite — : 3 ; rd —— 
ea te = i “ aE ae it : = F bi a i ee rm 
oo .. iar ee *y —— t Sgn 
Bi va 4 meee S ca he ’ 
ren a i aa oe # ' sa - ae ae Mp 3B 
a. log! ps — ‘i Pi ’ é; eo. aie i . cece the 
ar if sh ; 83, ey Ae d a | Te. as Fae ; x a , ee a ae we . 
ll CO ere Ce 
oe brats. - pe : Fe : ge I eros ! ed « 5 — vs «. Vea f ie “gai 
~ Soa wate ripe ee ' : 2% ‘ | E - . i o-, nig. 7 
pare 2s : “Ese | ene ~— : | j ra ‘go a . a 4 2 ~* . srs ‘ 
aa ~ .-- ; 3 ae % a < Pia | ' t r & "4 te a4 P 
et <a fi rg hea f St } i334 . hy, 28 : rs 
ae @ ten ae Rates Sake Pe yt een 2 > os 
ey | Shay ; ere), 1 ae etal - ete 3 ie > 
part ~ [oe . (Pate (err ra a » 
i 4G igs he Sal ag ——— — ‘est ek AeA eda wy ais 
a Bees Soc ee 6. a SS Me h- ? al 
: J 4 D “s oo a x ~ ° 
oe ih) Sa NO eis ' eo . tL + #8 <a 
7 le i 2S <= tt babe Fa ad tax vo ROY 
en Seer | eee ee : = + 
aoe =a meneame 5 er cae | bs = ae — ee 
Pie es : Ch ae Roe +? Y a 
Sane aa as ay, ! < 7 a 
Bare | oe en : - Res 
ee ee 3 " | 7 . ; 
ae ——_ ——_— ee : : is . | i » 
4“ — =f =" te 
ress on ipandnd aecanap tection tenet = | 
| eee ee pin Be | oe H ay 
re ——— ————— — oS ee: | si 
he 4 : a te ' ‘ k i ; 
Po. Tt oe Nee Sy et Se z, pt d ’ : , . 
ye, es . , ’ — 
Blea —————————— le SS i= —— we LS 
ean SS ee eee ; — “ 
ec San ee ee eet es - ‘ ae J 
ares cme Somrranr ners | | Tae Alea esl sy $ ih 
piel seit ‘ 1 oe , . 5 nes 
—s ae : wi eis eee 
— Cc 
ae i 
es ? 
6 oe 
eter |e. 
- ae i aoe 7 Tm ae J a eager E : Sime : Meoee 4. = - ZA gl ead : set gs | ne 
te 9 oe a Se oe fe ten. i eae ae. re 
£ ne. ean Oi san . a ee ae ae ae Ss re 
— te ees. shh a i: : ie . a iS Bes i sl { 
" ——_— . . ae ‘hie 3 a ee: 
7 ee a a a en! a ee Te ai a as al a as ae 
: ies a ee: Ae mnie. i Be me es Og | 


my 
4 


~~ a fe ory (* 10? eee ¥. 
vive tees nD ae 
Liniehe tial Verte -+-. ath 


et Se TS Se 
Wh as <i 


sr 


READY- MASTER 


- ONE- PIECE CARBON-AND-MASTER MATCHED UNITS | 


| “Quick, Miss Scott —150 copies 2 “I put the form in the machine — 3)'In a jiffy the form’ > ready to run 


of this form, with the fill-in.” type the fill-in —just once!” on our duplicator.” 


4 Copies come out pronto — all | (5)'Beautiful job! Columbia Ready | Oren” Masters are always ready 
~ alike —form plus fill-in.’ Master sure is a time saver.’ . for re-use; extra space on form for 


_ new data. No new carbon paper 


needed. No pasted orloose sheets.” 
kat le = ry SS 7 


oa 
= 


iS apa Ts 


for oe caduites ALL TYPES OF BUSINESS SYSTEMS 
) FORMS ON SPIRIT AND GELATINE-PROCESS 
DUPLICATORS 


Saves time on “fill-in” typing of duplicate ferms and records. 


- Duplicates forms plus “fill-in” typing or writing in a single 
operation. ; 
Makes up to several hundred copies in a matter of seconds on 
your duplicator. 


COLUMBIA 
We will supply any of your office or production forms in com- RIBBON & CARBON 
plete, one-piece READY-MASTER sheets, all ready for typing MANUFACTURING 
“fill-in.” Co., INC, 
Main Office & Fac % 
You do the fill-in typing or writing just once! PE 9 gy 
Your office duplicator does.the rest. New York @ Kansas Clty, Mo. @ Chi- 


cago @ Detroit « Milwaukee © Minne- 
Pm @ Nashville @ Philedeiphlie © 
rbon and master sheets are “made for each other” in a one-piece, easy-to-use Sionath Yhte fs ins eye Bae 

wehed unit, with plenty of extra space provided for yon to add progressive data for Also: London, England, Sydney, 
eruns. Ask ti dealer or the Columbia office nearest you for demonstration, pa 


“om forms, full information and prices. 
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BUY VICTORY BONDS 


OBLIGATION 


Our War Bond dollars helped 
to make victory possible. 


It is now our obligation to 
bring our armed forces home, 
care for our wounded, maintain 
our occupation troops, provide 
veteran rehabilitation, care for 
the dependents of those who 


made the supreme sacrifice. 


INTERNATIONAL BUSINESS MACHINES CORPORATION 


\ a PE — er 
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DUPLICATOR 
INKS 
DUPLICATOR 
SUPPLIES 
CORRECTION 
AUID 


= 


TYPE 


HECTO 
FLUID 


November, 1945 


NOTE THESE 
FEATURES: 


. .Sturdy: satin-finish 


black steel case 


..Clear Lucite light 


table 


..Fluoreseent light- 


ing, evenly diffused 


..COLD illumination 
.. Attached drafting 


machine-head Plas- 
tic Tee-Square, ad- 
justable horizon- 
tally or vertically 


..Insert drawer for 


Styli and Guides 


.-Handy housing for 


backing sheet 


The ——— RED FEATHER 


y FACT-0-SCOPE 


E radical improvement in 
_~— for Stencil cutting 


MORE 


Light 


EVEN 


Light 


COLD 


Light 


Use of fluorescent lighting and a new development in light 
refraction introduces an entirely new standard of light 
distribution. 


Every cut of the stylus is sharp and clear, even the finest 
lines are sharply visible. 


The bright even illumination saves eyestrain, fatigue, 
stencils, time, work, and worry. 


Remember . . . it’s COLD light. The table and stencil 
remain COLD indefinitely, so that the operator can work 
leisurely and accurately. 


The FACT-O-SCOPE will be welcomed especially by all 
who do any amount of drawing, copying, lettering, or dia- 
gramming. 


Wire or write for details, today. 
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An Office of Distinction... 
For A Man of Distinction 


How many people were in and out of your office today? The design of your office is 
important to your daily business procedure. For the past few years, we have been unable 
to supply the labor and material necessary for the decoration of your office. Today, we 
are prepared to aid you in the development of a distinctive office design. We have, for 
many years, designed private offices, libraries, laboratories, and other special features for 
schools, offices, and public buildings. 


We manufacture special equipment and cabinet work from architects’ drawings 
and specifications, or we will gladly submit drawings prepared by our designers. 
We will accept projects anywhere in the United States. WRITE US TODAY! 


ihe 


New England Woodworking Co. 


(512 East 137th Street New York 54, New York 4 


ee a 
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The One File that REALLY BELONGS 


BL 2? 


ROCK-A-FILE 
Card Files save 
space on desk or 
wherever used. In 
all three popular 
card sizes in Green 
or Genuine Walnut. 
Single Model 
shown holds 1200 
cards. Also in Dou- 
ble (2400-cards) 
capacity. 


at your Desk! 


Opening Rock-A-File 
at a finger touch. 
Inset below shows 
Model 222-W with 
both compartments 
open. 
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The Perfect Personal File 


It’s handy! It’s compact! It’s the perfect private office 
or home letter file. In fact, in many places it is the only 
file that can be used. 

Quickly, easily, it rocks open sidewise to a finger 
touch. It can’t tip over regardless of the position of the 
compartments. It requires only 22 x 21 inches of space 
when open, yet provides a full 34 inches of filing space. 
... plus table-top surface for phone or other objects. 

Model 222-W is nicely finished in Walnut on selected 
hardwood. Comes with or without lock. Order now 
from your stationer or office equipment dealer—or 
write us for nearest dealer. 


Letter or Legal Rock-A-Files for General Office filing 
save up to 50% of floor space; fit in odd, unused places; 
provide increased safety and efficiency. In 4, 3 or 2 com- 
partments, Green or Walnut finish, with or without lock. 


ROCKWELL-BARNES COMPANY 


35 EAST WACKER DRIVE CHICAGO 1, ILL. 


OFFICE MANAGEMENT AND EQUIPMENT 


a ll Oe ee le ae 
aa : : i ie ® ag eee Ae a ae ee — 
| 
| bs) = 
Be | | 
| | 
. : ‘ 
; PY ; 
~— } 
» § 
i OF ri q 
7 — ip . 
_ ‘G j 
-_ — 4 | 
Ps o fy, ee imei ee % 
) ee Be =f < ff ; 
= a : : | 
7 Pe — oe 4 
, — \-) an , 
= Aas oa ‘ ‘ 
} a af | 
‘ 
aa come 
t 
| Ny | : 
i 
ay 
ee | 
é | 
P| . / : ie i , : | | 
ee 7 
19465 
or: ; ; ieee. ES See Se eaee ‘i oe ae: c= . ae a nse 


“Our NIAGARA will do it!” 


What happens in your office when such a last-minute rush 
job slips up on you? If you have a NIAGARA duplicator 
you can be as cool and collected as this secretary, for your 
NIAGARA will turn out 250 copies a minute. It’s the 
world’s fastest duplicator! 


The NIAGARA is automatic and effortless. Switch on the 
current and relax while you watch clean, legible copies stack 
up faster than they would come from a printing press! No 
frequent stops to change stencils—synchronized speed of 
impression roller and drum makes stencils last longer, 
because there is no “drag” to tear them. 


Simple adjustments enable 
you to use many sizes and 
types of paper. Copy cut off- 
center can be moved up or 
down to the right position 
on the page. 


-_ amare ee mF 


No duplicating job is too exacting for 
the NIAGARA. Hairline registration...an 
exclusive, patented NIAGARA feature... 
gives you almost unbelievable preci- 


sion. Ruled lines, color work, columns of 
figures, oll register exactly where you 
want them. « Send for folder describing 
the NIAGARA duplicator in detail. Find 
out how NIAGARA can speed up your 
paper work. 


OFFICE MANAGEMENT AND EQUIPMENT 


nore greg 


_ NIAGARA 


world's fastest duplicator 


PROCESS aes wases saa 128 WAIN ST., SAN FRANCISCO 5 CALIF, 
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ACCURACY ISNT ACCIDENTAL 


Accuracy on the part of your em- 
ployees means more profit for your 
firm. And... don’t fancy that such 
accuracy is accidental. Many factors 
are involved in this business of em- 
ployee efficiency ... not the least of 
which is comfort. 


Comfort in the matter of everyday 
working facilities, not in terms of 
glorified recreational programs. For 
example, the very chairs in your of- 
fice can make or mar the working 


— 
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habits of the people on your payroll. 
Chairs that cause improper posture 
produce fatigue ... fatigue means 
lost efficiency, less accuracy. 


Plan for the comfort of every seated 
worker this way: buy chairs that help 
banish fatigue by the science of per- 
fect posture ... CRAMER CHAIRS 
do just that. They produce fuller 
efficiency, increased accuracy from 
the people on your payroll. 


1205 CHARLOTTE STREET ® KANSAS CITY 6 MO. 


CHAIR COMPANY 


CREATORS OF AIR FLOW COMFORT IN EXECUTIVE, SECRETARIAL GENERAL OFFICE & FACTORY CHAIRS 
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FELDCO Loose Leaf CORP. *0 88 


NEW YORK - 25 CENTRAL PARK WEST - PHONE CO-5-0282 + PACIFIC COAST - 788 MISSION ST., SAN FRANCISCO - PHONE DOUGLAS 8563 
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EVERY MODERN FILING NEED 
listed in new 1945 catalog. Ask 


AMBERG FILE & INDEX COMPANY 


1607 Duane Bivd., Kankakee, Ill. 
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When an Ace Stapler clicks a tiny piece of 
wire is driven out, penetrating and securely 
fastening, up to 40 sheets of average weight 
, paper. But, did you ever stop to think how 
these staples are made . . that they must be 
tempered just right..that they must be 
rigid enough to prevent buckling yet not so 
highly tempered to cause them to break. 


Long ago Ace Engineers developed a 
process which gives Ace Staples the exact 
degree of hardness and rigidity. To accom- 
plish this engineering feat the grain of the 
wire is compressed on two sides, giving 
greater tensile, penetrating strength on the 
outer edge just where it is needed most. 
Hand inspection insures accuracy and per- 
fect alignment. 


SOLD THROUGH DEALERS EXCLUSIVELY 


“ACE PILOT 


FIG. 1 shows a cross section of an 
ALL-ROUND steel wire. Ace uses 
only the finest quality, precision 
made, accurately drawn-to-size 
steel wire. 
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Mececer” 


FIG. 2 shows the ALL-ROUND steel 
wire after being treated by the Ace 
process. This gives maximum stren, 

on the outer edge where it is needed 
most. 
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YEP ... it’s finally happened! You can order all 
the large rolls of “Scotch” Cellulose Tape you can 
use... and get em fast! 


Some Heavy Duty Dispensers, now, too. Order 
them right along with your “Scotch” Tape shipment 
of 2592 inch rolls. 


SCOTCH 2 TAPE 


BRAND 


Made in U.S. A.by MINNESOTA MINING & MFG. CO., soint Pou! 6, Minn. 


aameTHE 3M COMPANY ae” 
a “Scotch” is the trade-mark for the adhesive tapes made by the 3M Company 
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THOROUGHBREDS 


FINE 


When you want to be sure you're getting a 
good dog—you buy a thoroughbred! Only 
careful selection, breeding and training 
through generations of dogs will ensure a 
certainty of superior characteristics. A little 
mongrel puppy may be lovable and cute 
when you get him—but what will he be like 
when he grows up? His unknown strains are 
a gamble that may make him a poor invest- 
ment, even as a gift. No matter what you 
buy when quality is desired, whether it’s a 


FOR RELIABILITY 


dog or a product like inked typewriter rib- 
bons and carbon paper—it’s wise to know its 
background. Only long years of experience, 
skilled workmanship and a systematic 
weeding-out of faulty manufacturing proc- 
esses, build products with a reputation for 
unexcelled performance and uncompromising 
durability. Users of all M&V products are 
sure of quality ribbons and carbon paper 
that invariably come through with a com- 
pletely reliable performance. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 


CARBON PAPERS & INKED RIBBONS «© PARK RIDGE, NEW JERSEY 
OFFICE MANAGEMENT AND EQUIPMENT November, 1945 
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PAGHIEVEMENT. 
N DESIGN... 


* 


STRATFORD’ 
REGENCY # 


NATIONALLY ADVERTISED 2 
| FOR 1946 DELIVERY AT THE MAGIC i 
ORDER > RETAIL PRICE 


pj) wows. 1° 
| a : AY 

T \ ; AY 
eee Se 


EXCLUSIVE 
DESIGN 


Gracefully tapered lines . . . 
created by top-ranking indus- 
trial designers. Regency looks 
and writes like a pen worm: 
many times ifs price. : 


NEW 
RECESSED CLIP 


The slender rolled gold plate 
clip lends a firmer grip...and 
eliminates annoyances com- 
mon to protruding clips. 


SMART, WIDER / 


as 


BAND 


New, luxurious, beautiful . . . j * 
extra-wide band in rolled {3 : 
4 


gold plate. Brilliant contrast f 
to rich tones of cap and barrel. f 


DISTINCTIVE y 
DUOTONES / 


The Regency is available in: 


' 1—Plum Wine cap and Pearl ? ~ 
Gray barrel ; , 
2—Bluebird cap and Star Sap- q 
phire barrel 


3—Forest Green ‘ % > 
4—Jet Black : 


EY 
1945 
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WITH ADJUSTABLE P 


ALL-PLASTIC — light, eliminates cumbersome hand- 
ling. 


PROTRACTOR HEAD CLEARLY MARKED 10 180°— 


Indicator on arm makes it easy to set at any angle. 
No need to worry about losing angle once head is 
fastened. 


ADJUSTABLE HEAD —When set to desired angle, 


head is easily and securely fastened in place. 


TRANSPARENT PLASTIC ARM — Clear surface visi- 
bility. Full view of subject matter at all times. No 
blind spots. 


ATTRACTIVE COLORS —This is no dull, drab instru- 


ment. Bright, smart coloring makes work a pleasure. 


Write for Complete Catalogue PLACE ORDERS NOW FOR 


Tat abl Pele Papua 


ROTRACTOR HEAD 


VARIABLE SIZES PERMIT INTERCHANGEABILITY — 
Arms of 12”, 18”, 24”, and 30” available. T-square 
can be used on any sized board. Head fits snugly. 
against side of board. 


PRICED FOR FAST SELLING — Prices range from 
rates to $5.00. (Only a 50¢ difference between 
SPEEDS PRODUCTION BY ELIMINATING AUXILIARY 
INSTRUMENTS — Protractor-triangle feature cuts down 
operations — speeds up work. No need to recheck 


for accuracy of angle. 


STREAMLINED FOR PRESENT DAY WORK — Meeting 
rigid military requirements has led to the development 
of this drawing aid. 


EARLY DELIVERY 
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A business-office ‘must” 
£ 


» When paper tears it cant be sewn, 
So what ig there to do ? 
Just patch it up with Texcel Tape- 


The message shows right through / ~, 
am. 


(Texcel mends securely — 
The “stick-um's” bonded on! 


ken 


When hanging things upona wall @@S 
For an opinion poll, 

Use Texcel Tape-it leaves no stain, 

No mark, no crack, no hole . 


(Texcel won't mar wall paint— 


The “stick-um’s” boaded on!) 


A thousand office uses all 
Commend this tape to you. 

In fact, theres just no end of things 

That Texcel Tape can do. 


(Texcel holds and holds— 


The “stick-um’s” bonded on! 


Yes, Texcel is an improved tape 
Whose ‘stick-um's” bonded on; 

It wont come off, it wont dry out 
Before the judgment dawn. 


— excel Tape just once and youll 
Become a steady buyer. 


Make a note now to order from 
Your regular supplier. 


Texcel Tape sssmnwrs., 


INDUSTRIAL TAPE CORPORATION A Subsidiary of Johnson & Johnson 
New Brunswick, N.J. 
= November, 1945 OFFICE MANAGEMENT AND EQUIPMENT 
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“We'll let our product 
be our trade mark’’ 


Seldom has a better choice for a trade 
mark been made than the famous red 
H which identifies products made by 
Hotchkiss of Norwalk. Formed of 
strips of flat steel staples, the red H 
today stands for the finest in stapling 
machines and staples, just as it did 
nearly fifty years ago. 


In addition, the finest wire staples to- 
day are identified by this chisel- 
pointed trade mark. 


=e 


Staples so marked are made with 
Hotchkiss accuracy from the best ma- 


terials and each staple point is sharp- 


ened to a keen chisel edge. 


HOTCHKISS 
STAPLES 


Best Then 
Best Today 


When Hotchkiss was young, nearly half a century ago, the best 
method for fastening papers was the Hotchkiss flat steel staple 
Many people still prefer this type of fastener for permanent 
clinches. This early staple was branded with the red H trade 
mark. 


Today the best paper fastener is the Hotchkiss chisel-pointed 
wire staple, identified by the same red H trade mark and also 
by the trade marked name “Chisel-Pointed”. 


By all tests... uniformity, tenacity, accuracy and ease of oper- 
ation, they are superior. However, the most important test of 
a staple from the dealer standpoint is customer preference. Be- 
cause Hotchkiss chisel-pointed staples load quickly, fit the 
machine correctly and, best of all, work with easy smoothness, 
customers demand them. That's why they are always a fast 
moving item in leading stationery stores. 


NORWALK, CONN. 


) 


““PIONEERS IN ALL THAT’S BEST IN STAPLING’’ 


——“ 
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B= you CAN ALWAYS RELY On 


e You couldn’t expect this youngster to know that A-S-E 
is the trade-mark of the All-Steel-Equip Company .. . 
makers of a line of files that is famous throughout America 


for its proved features, rich good looks and durability. 


Get acquainted with the A-S-E Aurora line . . . note the 
many quality features! The smooth-action drawers, im- 
proved locking mechanism, rugged, heavy weight con- 
struction, trouble-free follower and extra filing capacity— 


actually 2614 inches of clear filing space! 


Let us tell you more about A-S-E Aurora files. It’s 


We also manufacture 
a complete line of steel 
storage and wardrobe 
cabinets. Write today 
for full information. 


a “whale” of a story, a vital story to you. Write 
today. 


Avr: ALL-STEEL-EQUIP COMPANY, INC. 


300 Cleveland Avenue, Aurora, Illinois 
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_.. for Every Office Purpose 


Waterman’s Inks are available in any size bottle 
you can think of—from gallons, quarts and pints 
to the individual 2 oz. Tip-Fill Bottles shown 
above. 


Waterman’s Inks are available for any purpose you 
can think of—from guarding your precious docu- 
ments and records, to handling your ordinary, rou- 
tine correspondence. | 


And remember this: When you buy Waterman's 
Inks, you’re buying the largest-selling ink in the 
world—the ink made to a 50 year old formula famous 
for smooth writing and safe pen protection. 


Ask your distributor for Waterman’s Inks. He can 
supply you with 8 great colors— including Blue 
Black and Permanent Black, the Inks that “last as 
long as the paper they’re written on.” 


L. E. Waterman Co., 344 Hudson Street, New York 13, N. Y. 


Waterman's 


The Ink that’s right — on the Tip of Your Pen 
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This fine, four drawer file 
is a SECURITY stand-by 


November, 1945 


SECURITY STEEL EQUIPMENT CORPORATION - AVENEL-N-J 


to buildon 


On E of our newer executives asked us what 
we considered the prerequisites of “A Line 
To Build On” — Reputation, Experience, 
Quality, of course, but a phrase which has 
been so generally answered must have an 


-even deeper significance. And it has — it 


describes a line which is conceived and de- 
signed by an organization which has always 
specialized in steel equipment exclusively, and 
is merchandised and installed by selected 
dealers who thoroughly understand office 
methods and procedure. These are basic 
reasons why SECURITY has come to be 
known as—A Line To Build On. 
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“We are deeply thonthul ter Pasco. 

” We are Thankfut to those who made ii pease OS 
We are Thankful fot Ametichn Freedom. - 

“We are Proud ‘aad Thankful for Unselfish dasahice. 


‘Weare Siacarely Thanktul for the eabpeaitet © of our 
friend, poe. whoheiemeeetetor- ; 


re PAS ry 
Se et 


yi a te 4: e% 


We are Thonktul tor the aks shes Loyalty» oh our 
entire Personnel> 


We are Thankful ta our tayek site of a 


We are Thankful te the publishers of Newspapers, 
Magazines cod Trode Papers f6r ‘ffording us 
Kiberst miei. spent Bala the rele “of 


_coryYmions ‘Yeas — ~~ Agency Paper Co. 
aes 3h Vatick H Biew York 13, New York © 
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BROWNE-MORSE 


STEEL FILES 


Better-than-ever Browne-Morse quality, mass produced 
with modern facilities. This new Browne-Morse file is 
designed to fit the spirit with which American business 
faces the development of peacetime markets. Sturdy, 
rigid, long lived and dependable, with a smooth, easy 
draw action that simply breezes open and shut. Its 
quality surpasses the expectation of users and dealers — 
for office equipment designed and built to meet the de- 
mand of the forward looking business man. Check the 
features of construction and operation listed below which 
make this Browne-Morse file the best engineered in its 
price range today. 


Write for complete data on Browne-Morse en- 
gineering service ... helps you build efficiency 
into your office operations. 


on arms with five hardened rollers, permit inserts to he made in a few pork eg Be og 
ller bearing equipped for a positive —_ minutes. All-welded steel frame creates at attention at all whan A lish 
floating action. Extension arm is a solid, rigid unit. Positive action — ml Fe gga lock releases 


ribbed, oe a Se orcnin _bearin ean Ey — stops, drawers easily 5 om easy adjuse 


or put i pormenanic 4 


ARCHITECTS OF EFFICIENCY FOR AMERICA'S OFFICE 


MUSKEGON Browne-Mborse MICHIGAN 


For over 37 years, manufacturers of high quality 
files, desks, chairs, filing supplies, safes, special counters, cabinets and office forms 
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So Make a Coe 


(Town 


RIBBONS ° CARBONS 
DUPLICATING SUPPLIES 


SPEED 
EFFICIENCY 
ECONOMY 


te 
1o,Ob a4 
Wa? TOWN WiTEST 
MiTESY pepstc'Y 


@ CARBON PAPER 
@ INKED RIBBONS 
@ DUPLICATING CARBONS 
@ MASTER UNITS 

@ DUPLIFORMS 

@ DUPLICATING PAPERS 
@ CARBON ROLLS 

@ CARBON RIBBONS 


@ HAND CLEANSING 
CREAM 


RIBBON & CARBON CO. Inc. 
Foremost Mokers of Ribbons and Corbons for Every Use 
750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 
_ Sales and Service Everywhere 
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.. . and that’s why 
MONGOL is the 
World’s Favorite! 


Speed up and ease the day’s work with a 
Mongol No. 482. Made with the smooth-writ- 


ing Complastic lead that is 8 times stronger 
than average writing pressure...the pencil with 


a point guaranteed not to break in normal 


use. You make fewer trips to the sharpener . . . 
have fewer work interruptions. Ask your Sta- 
tioner for MONGOL No. 482—and the other 
Eberhard Faber Pencils and Erasers that save 


time and effort on the job. 


EBERHARD FABER 


Leadewhifr in FINE WRITING MATERIALS SINCE 184¢ 
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Oxford 


7 ARGEST MANUFACTURER OF 
FILING SUPPLIES EXCLUSIVELY 


THE MOST COMPLETE LINE OF FILING SUPPLIES 


Filing Folders....Filing guides 
fiberboard files ...index cards 


red fibre expanding pockets envelopes 
rol-labels ..... PENDAFLEX 


Oxford 


your best source 
Tor tiling supplies. 


WRITE US TODAY FOR DETAILS 
Address your inquiry to 109 Worth St. New York,/3. 


OXFORD FILING SUPPLY COMPANY 


BROOKLYN ST. LOUIS 
— 
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Send for your test sample 


"Take the sample TURQUOISE pencil Ernest Eagle at Paw sar py 
offers and test it on a fresh sheet of drawing paper. ' of TURQUOISE os Auten 
Sharpen the pencil and admire the needle point! Ernest Eagle will send it to you free. 


Draw with it and enjoy its gliding ease! 
Note how it holds its point! 
Bear down and see how it resists breakage! 
Hatch-in and see the crisp, black shadows! 
Erase and watch the sheet come clean! 


that TURQUOISE is superlatively smooth, T LJ | bo | 


You'll discover what our laboratory proves... 
strong, durable, opaque and uniform. DRAWING PENCILS AND LEADS 


“CHEMI-SEALED“ 


(SUPER BONDED) 


EAGLE PENCIL COMPANY, 703 E. 13th ST., NEW YORK 9, N.Y. 
snr ve. rmee. EAGLE PENCIL COMPANY OF CANADA, LTD., TORONTO 
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Codo Duplicating Fluid 
and 
Hand Cleansing Cream 
for superior results. 


i 


= . = z= 
oe | =. | ffs 


OFFICE MANAGEMENT AND EQUIPMENT November, 1945 


; a) > Sa 
BS Spptel of the ames! : 
“2 i: = \ an —_— rhe = 2 oS Se = Pe > 
= cael . ss re) yea 
s | — 2 ISS 
, <= (ole g, - - Flaat os 
4 — | ZZ 4 - do WE oH) 
| | . ae i = © . 
i see (of —— -—— | a. Codac — Cobo 4 @ m 
: : o _* IRN @ a gyhitty oe ‘* | =! = | 
.—hlrhKwXeae A ag ul (odo Eas 
me. = _— - wd 
q WAS ce. +e 4 Gol 
| hb Careo” 
| 7, Wrectoo 
‘ | = Spr and J N \1 S 
M A ST ER 4 tor xine saving wae 
eee Use «versal deme" . 
ee or - ° \ 
+ , FR ble Unitort” 
— erntbodY' pepen?® "es 
e \ | Brillian’ - 
al ' : Pertor™ 
a VA Maximum “ 
oe ks a= ee et Sg PFs . e' 
: * : nn SE Sronaards © gorau eal 
a a S _ 
¢ 5 é | / wail CHOICE: 
— 6f 
= 


\ ae 


= 
— 


Ss 


1945 


s TRACING 1.-2-3-4 


| SEMI-HEX Office Pencil 


KIMBERLY Drawing Pencil 


KIMBERLY Thin Colored Indelible Crayon 


SEMI-HEX Thin Colored Insoluble Crayon 


SUPER-DUPLICATING Pencil 


WET-PROOF Pencil. 


© 


WHAT IS IN A NAME? 


There is plenty of significance in the 
name GENERAL or SEMI-HEX or KIM- 
BERLY. They mean quality in pencils. 
“Built-in-Quality” of smooth strong lead, 
accuracy of degrees and the fine wood cas- 
ings which permit easier sharpening. These 
are the kind of pencils you need for your 
office. 

SEMI-HEX Office Pencil 5 degrees 
No. 1-2-2?/,-3 and 4 

KIMBERLY Drawing Pencil 22 degrees 
6B to 9H—EXTRA B for layout and 


KIMBERLY Thin Colored Indelible 
Crayon 25 Popular Colors 
SEMI-HEX Thin Colored Insoluble 
Crayon 14 Brilliant Colors 
SUPER-DUPLICATING Pencil 
Soft and Medium 


WET-PROOF Pencil 
For out-door marking on wood, tags, 
labels etc. 


General Pencil Lompany | 


ae te 
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Parker Quink with Solv-x! 


Have you ever made a test to find the best ink 
for your office? 

Try it ... you'll find there’s a world of dif- 
ference in inks. Some gum and clog, some 
fade easily, some will ruin pens and equipment. 

But you will find that Parker Quink pre- 
vents metal corrosion and rubber rot because it 
is the only ink containing pen-protecting solv-x. 

Solv-x actually stops pen troubles before 
they start! 

Quink with solv-x is America’s biggest selling 
ink—a brilliant, smooth-flowing, fast-drying 


Copr. 1944 by The Parker Pen Co. 


writing fluid that is ideal for every office use. 

Quink won't fade! Even after hundreds of 
hours in blazing sunlight, records written with 
Parker Quink stay clear and sharp. It resists 
water—it photographs perfectly! 

And it costs no more than ordinary inks! 
Give Quink a trial—see for yourself why it is 
“standard equipment” in so many big offices. 

Full range of colors; 4 permanent, 5 wash- 
able. At all good dealers.and supply houses. 
The Parker Pen Company, Janesville. Wis- 
consin and Toronto, Canada. 


PARKER QUINK \..28%«:...- 


that shows-all, tells-all about 
Quink with solv-x. Filled with facts, photo- 


7, Janesville, Wisconsin . . . for your free copy today! 


a graphs, and testimonials . . . proof of Quink’s superi- 
Ye ay, SOWA ority. A handy selling aid you'll want to show your 
prospects! Write The Parker Pen Company, Dept. 

7. 
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cture of a bomb-hit. It's @ 
ersion. Out of this mess will 
most salable, most profit- 
able line of modern office furniture. Gunn 
invites your cooperation in presenting its 
post-war line to the American business man. 


This is not @ pi 
picture of reconv 


come America’s 
te 


eg | =e a ¥ , 
— : Ses a 
— Na Se SS eae a 
: : So ee - << SR “ee ae, if 
e ; ae ee N a <3 eS 4 Cee \ 
ee oh ae eR EE , , ec tne Wess _«s a . -\ a Me = 
rans Ws X% - ey a < oe +, 
: cian , 
; et Z | ¥ ps at are th ey Plann t | Ng : fi EN a S 4 
a 9 ; oe. _ 
-P *- , eer _ 
a \\ KS der pas alway * been talk in the fice furniture —— a 
7 » ee in UStry abou fear tction-fie Method, in 00d worl. - LL OC i 
oe a * 1 A as -_ %» Se i A. - eis \ Ne i 
my -, “ a . Mg about modern CHiciency about the “COnomieg Ja s Bt YN i 
— — of pn ardication : | f “¢ 4) be 
call - 4: Its Shout time *Meong Made &00d. Gunn has Volun. 3 :, i 
: oa 3 ~ ‘e io tee, ed f, Or the job, 3 : 
ied = Zi) 
% : wre Gunn Because Guny, has the OW hoy, One f 
art Vee Very }; ; . : i 
ae a . li bg J cthority said that, “Mong the ation’, Wood. ae z a 
- — Ng p ants Gunn Was almosy alon, in handling a\ .. se 4 
a ; ig ine Working War job Hicientpy ( We Made Shel] . ~ | = a: em e : 
3a “Ontainers and earned the Army ‘Ee ) . % =_ 
: ' , i be . is y ae — a 4 
; ig Now We're or erting and how) It’, dirty SWeaty . We :: : 
poe Work, But there S Orde, in Our Chaos We know, Where 7 q tee 5 : 
a — We Te Oj, F : . . if ” ~~ JA eee 2 
ee eS It’, & ng. Our rd ling Is designed for Production (// ) \ : ls 7 
eo 7, 80ing 4, get Production ~ef king this indus h NY/) ~ a 
LLL! 3 Neve, Seen 'Y has 3 . Yj / . € 
i To the dealer, this Mean, Mality ;. Carloag lots qual. : WwW) Be - 7 
“a ed ul, Profitab|. Price. To the deale,’. “Ustome, it , a //) ) aa ; na 
Mean, nomics] Ovation. thay will bring functiong) ) YW | mh a : 
: working Hiciency into Very Office a /} ; i \ | ; 
4 hese Ney o°Yelopmer,° are Worth, Waiting he ata a) 3 3 4 4 
f ; Thank. for being Patient) | See s AS. AP) A —\ e 
: ve i a es 4 P 3 //) “Bigs s o ee k 
age a ie V /; fe 
eee . //\ a 
| ‘ited Winne, °f the | pa WA WN oT 
a %¥- = ye ; “En Awerg 3 ~ : T/ ay : a 4, 
> aan ; an ae (sr? orn vk . 
ee ne: = 5 ee r af ; 
M5 Pe = e an + ‘ .. iL ep r = ‘ 
Xp Be : i ae 7: = qo -* iy = = ; ; ; % e a se ° a iy Serva Let 168 2 ‘ 
e3 x ee ~~ \ eat 7 ¥ —_ Es i ee oP OUNT - eae ant ; e : 
pis, © i a me ae oe 7 --- iDS | : 
ee a4 | ‘eh Nae <9 et i es Ley . HN ta 
m= \\\ = : {ha Ne Lea | ar 
’ bs ey * : : e a ; > ale i i oie, \ / / f Ae “ ‘ oy ae, ; 1 OOD" - ’ ‘ee wees é 
— _ ee 
Lng ‘ " ees rage ba a Dy es Haintie 2 oo 
ur . ee ete . -_ a Be) aa aa a A. cue 
! a : es ae i oa ae ae 
y: % 7 —T sees ries ” =) Bie oe an eo a: mA a 
— a am a .- «2 2 
145 a aes . 7. a a ae 
oe _ mas — 
— et eh aa ee 


DEPARTMENTAL 
ASSISTANT’S CHAIR 


In Aluminum 
(Fully Adjustable) 


No. 2125 


MPROPER seating causes tense muscles and fatigue, interfering 

with efficiency and lessening work output. Increasing worker com- 
fort pays dividends in increased production and better work. And in- 
creased comfort depends upon chairs specially designed and adjustable THE GENERAL FIREPROOFING CO. 
to the individual user. G-F, pioneer manufacturer of aluminum seating, 
employing finest craftsmanship and only the best available materials, YOUNGSTOWN 1, OHIO } 
brings you light-weight, durable, Goodform Adjustable Office Chairs | 
cushioned in foam rubber and smartly upholstered. For management 
satisfaction and worker efficiency, standardize on Goodform, the Ad- Available SOON at G-F Dealers and Branches. 
justable Aluminum Chair specially designed for each type of office job. Write for catalog. 


METAL DESKS—GOODFORM ALUMINUM CHAIRS—METAL FILING CABINETS—STEEL SHELVING—FILING SUPPLIES—STORAGE CABINETS 
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Featuriug OFFICE PURCHASING, EQUIPMENT, METHODS AND PERSONNEL 


we 
By Ewing Galloway, N. Y. 


The office needs organizational as well as layout flexibility 


Flexibility in Layout Only? 


*% ONE big lesson which military men had forced upon them 
during the war was the advantage of flexibility—the value of 
keeping plans, personnel, and equipment so fluid that rapid 
adjustment could be made to meet changing situations. 

In the continuing battle which the office must wage in 
attaining its objectives there is great need for application of 
this lesson of flexibility. 


Long before the war an increasing number of offices were 
discovering the virtues of a layout so devised that varying 
departmental needs for space could be met without tearing 
the office apart. This trend toward flexibility in layout was 
naturally accelerated in many offices during the war, with its 
abnormal demands on office work. Now few office executives 
need to be sold on the advantages of layout flexibility. 

It is different with respect to organizational flexibility. An 
office which would not dream of going back to the old-style 
type of rigidly partitioned, permanently subdivided layout is 
still likely to go on unquestioningly with a form of organiza- 
tion as hamperingly stiff and tight as the kind of layout it has 
discarded. People are frozen to jobs, because they are profi- 
cient at them—become narrow specialists incapable of ad- 
vancement, or of adjustment to new conditions. 

A great wave of office building and remodeling will soon 
be under way, with flexibility of layout strongly emphasized. 
How encouraging for the future of the office would it be to 
be able to report equal interest in organizational flexibility! 
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AUTOMATIC SHIFT LOCK 
@ Exclusive locking feature 
eliminates accidental shifting. 


If you can see it, you can find it—that’s the meaning of the 
B. & P. Visible Record-Keeping system with exclusive 
B. & P. features. Nothing hidden! Over 1,000 records 
before the eyes of your customers! No fussing! No bulky 
complicated files—a complete system at your finger-tips! 
See it at your stationer and you’ll agree that beyond a shadow 
of a doubt, this is the most efficient method ever devised for 
housing records! 


SEE CATALOG 41-—Visible Binders— Pages 136 to 139 
Sheets and Indexes— Pages 140 to 151 


Have your B. & P. sta- 
tioner demonstrate 
visible binders and the 
system to you! 


Manufacturers of 
Loose Leaf Covers and Forms, 
Visible Equipment — Bound Books 


product 
FOR EVERY RECORD—A WAY TO KEEP IT 
GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN 1, N. Y. 


BOSTON 10: 29 OTIS ST. * ST. LOUIS 2: 115 SO. 8TH ST. * CHICAGO 7: 538 S. WELLS ST 
NEW YORK CITY SALESROOM: 349 BROADWAY, NEW YORK 13. 
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Standardization in the Office 


By Edwin B. Gage 
Business Methods Department, Western Electric Co., Kearny (N. J.) Works 


% STANDARDIZATION in the factory is prob- 
ably better known and accepted than in office 
management. But since in the factory it has been 
a powerful factor in producing better material at 
lower costs and since many office operations and 
much equipment essentially resemble factory prob- 
lems, it is only good logic to consider ways and 
means of making use of this valuable standardiza- 
tion approach. It should improve our efficiency 
—it has where used properly. 
Let us, therefore, review our subject along 

three lines— 

A definition of office standards 

Office standards which pay dividends 

Dividends to be expected 


Definition of standards 
What is an office standard? An office standard 
represents the best current knowledge of an 
item or a practice designed to meet the necessi- 


Originally presented before the New York Chapter of the 
National Office Management Association on October 17th. 
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ties of current conditions. Thus standards are 
not static. As fast as knowledge and conditions 
change, the standard must be advanced parallel 
to that progress. This definition is not peculiar 
to office standards. It is true of any standard. 
Another definition, though less scientific, is that 
a standard is a landing in the flight of stairs of 
knowledge on which to rest in the course of 
climbing from step to step in the accumulation 
of experience. 


General application 

Application of such a definition can be made 
in any office field. True, we think of the physical 
things first—physical things such as standards 
on office furniture and fixtures, standards on office 
appliances, standards on office supplies, and 
standards on forms and paper stocks. But we 
are also immediately drawn into less concrete 
things such as standards on office processes (re- 
production, etc.) Further study of these draws 
us along to the point where we evolve standards 
on office procedure (employment, payroll, etc.). 
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CALCULATING MACHINE QUESTIONNAIRE 


1. DEPARTMENT ee NO. aes OF MACHINE REQUESTED 


|| 2, DESCRIPTION OF WORK PERFORMED: 


3. ROUTINE OR MISCELLAN©OUS JO® WORK: 


FULL TIME, ROUTINE i= PART TIME, ROUTINE im MISCELLANEOUS JOBBING, NON—ROUTINE oO 


4. SER CENT OF TIME AND KINO OF WORK THAT MACHINE WILL BE USED FOR: 


TIME USED PER CENT NUMBER OF OIGITS 
ADDITION AVERAGE MAXIMUM 
MULTIPLICATION ADDITION 
DIVISION MULTIPLIER 
SUBTRACTION MULTIPLICAND 
CUMULAT ION DIvISOR 
PRORATION DIVIDEND 
TOTAL 100 
5. OPERATOR : 
TRAINED O UNTRAINED Oo MALE oO FEMALE oO 
6. TOTAL PER CENT OF TIME MACHINE WILL BE USED: iw OF EMPLOYEES USING MACHINE: te 
Cl 
7. MAKE, MODEL, TYPE AND CONDITION OF REPLACED MACHINE* in 
8. DISPOSITION OF REPLACED MACHINE: . 
pe 
° Si 
9, OTHER PERTINENT INFORMATIONS . Si: 
ha 
des 
S1Z¢ 


10. ACTION TAKEN: 


SIGNEO vePT. 


OaTe 


at top and bottom for Purpose 
hole for binders and folders. 
duced by offset from typed m 
user as to data re 
der. Check 


otherwise. 
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of reproduction here.) Punching is 


Paper is £2 Sulphite. Form 


aster. ve 
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quired. Sufficient et @ptions adequately inform 


, ce is provided in proper or- 
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Form measures 


36 


in the original 8%" x 107%" (form has been trimmed 
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In considering such subjects maybe we should 
elaborate a bit and consider the subjects of stand- 
ardization item by item. 


Standards for furniture and fixtures 


Under this subject we can include desks, tables, 
chairs, wardrobes, mail sorting racks, collating 
tables and racks, filing cabinets (both insulated 
and uninsulated), safes, rugs, linoleum or other 
floor coverings, draperies, stands, bookcases, and 
anything else of similar character. 

By what factors does one effect standards for 
furniture? 

In bulky objects size is of first consideration. 
What is the minimum efficient size to do the job? 
Size affects floor space. Floor space means an- 
nual rent. For instance, a desk 32” x 50” seems 


STANDARDS FOR THE MAIL ROOM 


No section of the office better repays application 
of standards in layout, equipment, and operation 
than the mail room. For a truly efficient mail room, 
see Plate 2, next page. 


to be as large as an ordinary person can use effi- 
ciently. As compared with a 34” x 60” desk, 
including ordinary allowances for aisle spaces, 
there is a difference of 6 square feet. At, say, $2 
per square foot, each such larger desk may involve 
an annual rental increase per position of $12. 
Size is important in another way. Why is a desk 
3014" high? Certain furniture manufacturers 
have discovered, after years of lethargy, that a 
desk around 28” high is much easier to use for all 
sizes of people. 

Another factor for study would be finish, involv- 
ing not only durability and maintenance but also 
color, as related to the office. The durability and 
maintenance of furniture finishes are definitely 
costs factors to a well house-kept business. Study 
to determine the best quality can easily give 
profits. Study of color is less tangible. Color, 
however, can affect morale and efficiency as proven 
by all color experts. Yet, personal likes and dis- 
likes being what they are, color studies are very 
misleading and it is difficult to obtain uniform or 
majority opinions, even among experts. Thus 
studies of this type are often expensive and not 
too conclusive. 

Insulated files for protection of records can 
form a fertile field for study. In this case not 
only files but building construction and surround- 
ing hazards must be studied carefully. The sav- 
ings resulting can take the form of reduced in- 
vestment, for in many cases so-called maximum 
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protection is found unnecessary. Reduced insur- 
ance premiums frequently pay for the cost of 
properly planning and applying standards, and 
then render good profits thereafter. 

Additional studies could include rugs and car- 
pets. The pitch, wire, pile height, wool, jute, and 
cotton per carpet yard—all of these affect wear- 
ing quality. Repairability and suitability for 
cleaning are important. Floor coverings are ex- 
pensive and proper treatment pays dividends. 


Standards for office machines 

This group of items does not contain many 
classes of material, but is one of the most com- 
plicated of all and can be a potential source of 
huge savings. 

Let us start with typewriters. Scientific study 
of the writing machine will show that the lead- 
ing manufacturers all make good machines and 
that these manufacturers are constantly studying 
to improve the product. Yet these studies show 
a wide variation in operating characteristics. 
Suitable applications of each to its most appro- 
priate use will result in very fine savings. 

A study of calculating machines made by a 
large corporation resulted in savings of more than 
$40,000 per year. These savings were realized 
through— 


a. Selection (See Plate 1) of the most suitable 
machine for the kind of work (that is, the 
use of a machine to multiply and divide or 
add and subtract where these forms of cal- 
culating predominate) and of the most effi- 
cient machine in each such class, resulting 
in increased production at reduced cost. 

b. Purchase of right equipment and rear- 
rangement of existing machines to apply 
them in their most suitable fields of work, 

’ resulting in direct savings in investment. 


This study took nearly two years to complete 
and the process of applying results required some 
time. The study included detailed records of the 
basic operating characteristics of all existent ma- 
chines. From then on new or redesigned machines 
could be tested and the results compared with the 
standards data, eliminating much lost motion and 
expense in the maintenance of standards. 

Other appliances and machines constituting a 
large part of everyday office work are those used 
in the duplicating processes. Here we start with 
studies of typewriter manifolding qualities and 
proceed through the hectograph (both direct con- 
tact and gelatine intermediate), the Mimeograph 
or stencil type, the offset field such as Multilith, 
and photographic work such as photostat, Recti- 
graph, and the field of direct or shadow copying. 


(Turn to page 52) 
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PLATES 2 FOR MR. GAGE'S ARTICLE. 
SPECIALLY DEVELOPED STANDARDS: 
Steel mail room equipment, illustrating economy of operation 
and facilities for peak load performance. 


Top and Center Views: Racks at right for outgoing internal mail. 
Distribution proceeds while (center view) messengers pick up at 
rear. Under general business counter (front) is storage space for 
equipment and supplies. 


Center and Bottom View: Rack and storage cabinet (in background) 
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oe 
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with leaf type horizontal sorter (on table) for mail collected dur- 
ing day, bulk mailed at closing. Shelves have pockets holding pre- 


addressed envelopes (from stock in storage cabinet). Individual | 


sheets sorted into sorter (bulkier items in compartments) as re- 
ceived; enclosed, weighed, postage attached, and mailed in sin- 
qle unit at night. 

Bottom View: Note wrapping, weighing, and posting tables (other 
details shown in upper pictures) with full equipment. Waste bas- 
kets for scrap paper and used wrappers. 

Mail supervisor's desk affords over-all view. 
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"The organization of an office is seldom accomplished without some strains and tensions. . . . 
But most managements soon recover from the initial shock. 


Operating the Unionized Office 


By Lewis Merrill 
President, United Office and Professional Workers of America, New York 


¥%& THERE is a growing acceptance of the union- 
ized office as part of the American scene. And the 
changes are still taking place. One of our regional 
directors recently reported to us that, in the three 
weeks after V-J day, his office received more re- 
quests for help in organization than in the previ- 
ous six months. 


On November 13th at the American Management As- 
sociation's Office Management Conference in New York, 
a union leader for the first time presented his views on 
office unionization to a national gathering of office ex- 
ecutives. 

Here are significant excerpts from two of the addresses 
preceding the off-the-record discussion on "Operating 
the Unionized Office"—the address of Mr. Merrill of the 
CIO (read for him by James ~— and that of Henry E. 


Niles, vice-president, Baltimore Lite Insurance Co. 


Are offices worse places to work in today than 
they used to be? I doubt it. I read the business 
magazines and it is obvious to me that many office 
Managers are seriously concerned about improv- 
ing their personnel procedures. 

Is it because the large impersonalized office set- 
ups today produce more malcontents, more tem- 
peramental and vocational misfits who seize upon 
the union as a substitute for their own inadequa- 
cies? This is not true. In our union, and I believe 
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it is generally a fact, the leaders of white collar 
organization are usually the best employees, those 
who are making the best records and often having 
the best personal relations with management. 

Is it because labor as a whole is growing 
stronger and that the white collar workers are 
attracted by its strength? Yes, that is undoubt- 
edly an important factor. Still, it does not tell 
the whole story. Our experience is that white 
collar workers still hesitate, generally speaking, 
to identify themselves with the production worker 
and to become submerged in the great masses of 
the industrial unions. 

At the same time they are attracted by and 
envious of the gains made by the industrial work- 
ers. The white collar union, such as my own 
union, the UOPWA, offers them a medium through 
which they can be allied with labor, rely upon its 
great strength and democratic processes to 
achieve these gains for themselves and still retain 
their own identity as a group, with an organiza- 
tion of their own devoted to their special needs 
and problems. 

The UOPWA today holds some three hundred 
collective bargaining agreements covering roughly 
80,000 office and professional employees. 

Many of our contracts have been peacefully 
renegotiated over two, three, four and five-year 
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periods and I can truthfully tell you that most of 
our relationships with management have been 
harmonious and often most congenial. 

In fact, many employers tell us that they would 
not willingly go back to the “good old days” when 
every employee bargained for himself. They tell 
us that collective bargaining has meant greater 
stability in the office, has cut down needless turn- 
over, and that because of improved morale and 
also through labor-management committees, office 
procedures have been improved and general effi- 
ciency stepped up. 

I will not say that disagreements never occur 
nor do I expect that they will ever cease to occur. 
The organization of an office is seldom accom- 
plished without some strains and tensions. Em- 
ployees who for the first time are taking collective 
action often are fearful of management reprisals, 
almost always nervous and excited. Management 
is often nervous and excited too! 

But most managements soon recover from the 
initial shock that their employees have organized. 
And if they are willing to respect the fact that 
their employees are grown-up men and women 
who in their own democratic way have decided 
that they want a written “bill of rights” to govern 
their relations with their employer, the collective 
bargaining discussions can proceed in a genuine 
give-and-take spirit. 


The contract 

Most contracts have certain standard clauses 
defining the rights and privileges of management, 
employees and the union. However, every con- 
tract is custom-made and takes into consideration 
all the special problems of the individual office. 
White collar contracts probably differ more from 
each other than contracts in any other field, since 
there are so many different sizes and types of 
offices. 

While all employees are naturally anxious to 
better their working conditions as far as salaries, 
hours, vacations, holidays, arrangements on over- 
time, layoffs, severance pay, etc., the employees 
are usually just as concerned as management 
itself in making sure that the contract is not a set 
of hard-and-fast rules freezing office relationships 
and that it leaves the maximum latitude, com- 
patible with the security of all employees, for 
making sure that the individual employee is free 
to find and advance to the right job. 

As for the much overcontroversialized and emo- 
tionalized issue of union security—the closed shop, 
the union shop, maintenance of membership or 
what-have-you—I have no wish to go into a long 
discussion of it here. Nine times out of ten the 
bargaining process on this question merely re- 
duced to writing the strength the union has 
already registered when the employees vote to 
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be represented by the union and again when they 
vote on their contract proposals. 

One of the most important provisions of the 
agreement and the backbone of its operation 
throughout the year is the setting up of demo- 
cratic grievance machinery. This means simply 
that problems that arise in the office on a day-to- 
day basis are taken up in an orderly, systematic 
fashion. It means that hidden dissatisfactions, 
beefing-in the rest rooms, petty frictions, and 
major inequities are aired and solutions worked 
out which improve the general morale and effi- 
ciency. When a job classification system is estab- 
lished, one of the main functions of a grievance 
committee is in dealing with cases where em- 
ployees are incorrectly classified or where jobs 
take on new characteristics and need upgrading. 

Any office employee who has a grievance— 
whether it is that he feels that he should be mak- 
ing as much as the worker at the next desk or 
whether he doesn’t like the way his supervisor 
speaks to him—takes it up with his departmental 
committee. Sometimes the committee itself is 
able to deal with the grievance. If the committee 
considers the grievance just, they take it up with 
the supervisor and often settle it within the de- 
partment. If no agreement is reached here, it 
goes on up to the overall office committee and top 
management representatives. Some contracts pro- 
vide for regular meetings between the overall of- 
fice committee and management to take up griev- 
ances and exchange views. If grievances cannot 
be settled at the top level, most agreements pro- 
vide for an impartial arbitrator whose decision 
shall be binding on both parties. 


By Henry E. Niles 
Vice-President, Baltimore Life Insurance Co., Baltimore 


% THE attitude of the management and of the 
supervisory force has a lot to do with the kind 
of results secured in a unionized office. Usually 
clerical unionization comes as_ surprise to 
most company officers and supervisors. It brings 
with it many fears—mainly fears of the un- 
known. But it also brings a challenge which may 
lead to fruitful results to all. 

I believe that the top men in the more pro- 
gressive unions are convinced that the way for- 
ward for America is through higher productivity 
of the individual worker, lower prices, higher 
wages, and better working conditions. This is 
the long-time goal. It seems to me to be good. 
However, it is not what is demanded right now 
in many plants. ; 

At present we are faced with a situation that 
has too much fear in it. Fear on the part of the 
unions as a whole that in the éoming months 
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Supervisor s 
Function 
In File Room 


Layout 


In transfer file room at Servel, 
Inc., Evansville, Ind. This com- 
pany uses steel shelving with steel 
letter, legal, and clock card 
drawers instead of usual type of 
transfer file room equipment 


% WITH transfer time approaching for the filing 
department, many an office is looking forward to 
some long overdue rearrangements of the equip- 
ment of that department or even to a complete 
renovation of that department. 

Filing department supervisors, who logically 
should be indispensable factors in any discussion 
of effective remodeling or rebuilding of the file 
department, often take only a minor part in these 
discussions or are even overlooked altogether, 
because they are timid about projecting them- 
selves into what they regard as the domain of the 
layout expert. Yet is is comparatively easy for 
file supervisors to provide themselves with the 
requisite information and enough technical 
facility with respect to layout so that they can 
make their full contribution to the new layout 
being prepared for their departments. 

Herewith presented are some very practical 
ideas on this subject, given to members of the 
Filing Association of New York at one of its war- 
time meetings by A. F. Gagliotti, then office man- 
ager of the United Nations Information Office. 


The supervisor's part 
File room supervisors who know the needs 
of their departments can play an important part 
in the planning when the time comes to rearrange 
the file room. 
New layouts for file rooms are brought about 
by three different developments: (a) moving the 
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entire organization; (b) moving part of the 
organization including the file room; (c) expan- 
sion of the file room. 

When one of these changes is contemplated in 
an office, the file room supervisor who can inter- 
pret technical layouts, in the light of filing room 
needs, can offer suggestions for arrangements 
which will result in conditions where work can 
be done more efficiently. 

In changes involving the whole organization, 
there will undoubtedly be a layout on paper, pre- 
pared by an expert. In changes involving only 
part of the office, a layout may not be made unless 
the filing supervisor steps in with a concrete idea 
of how her department should be arranged. 


Full discussion 


In either case, management should be eager to 
give her full opportunity to discuss the proposed 
changes. But in any event if she just sits and 
waits the chances are that she will not be con- 
sulted. Therefore, it is up to her to come for- 
ward and make suggestions when any change 
involving the files is in the wind, and the more 
she knows of the technical aspects of layout the 
more effective her suggestions will be. 

Where no layout expert is called in, the filing 
supervisor must be prepared to make a layout 
herself or direct the making of one. 

In connection with moves involving little or no 
paper work, it is again up to the supervisor to 
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come forward. Her suggestion this time is that 
the changes be committed to paper before the 
move is actually made. It is not unreasonable to 
suggest that the file supervisor be prepared to 
make a layout on paper of the file room if neces- 
sary. 

Few things cause more trouble in the filing 
department than crowded working space. To have 
to close a file drawer to allow a clerk to pass 
slows up work and affects the nerves of the work- 
ers. In planning the new layout or revising the 
old, allow: 

40-45 square feet for each clerk 
3 feet for aisles 
5 feet for aisles between rows of facing 
cabinets 

314 feet from back edge of one desk to front 

edge of desk next in line 

Make allowance, also, for file users (provision 
for desk, table, or counter-height cabinets for 
their convenience). 


Use of templates 


In cases where the file supervisor is forced to 
do the layout work herself, she should above all 
be accurate. It is comparatively easy for her 
to make or read floor layouts once she under- 
stands what a drawing to scale is. The common- 
est scales used are 14” equal to 1 foot or 3%" equal 
to 1 foot. Templates, used to represent furniture 
and equipment, she will learn are small pieces of 
cardboard cut to scale. 

The following table has been prepared to show 
sizes of templates required for common items of 
file room equipment: 


Letter size files __. 15x28 5/16"x 9/16" 
Legal size files. 18 x 28 34"x 9/16" 
Desks | _. 72x40 114" x 13/16" 
Desks _ 50x34 1-1/32’x 3)” 
Table . 50x24 1-1/32’x 1,” 
Tub Sorters 14x18 5/16"x 3%" 


The commonest mistake made in planning lay- 
outs is to arrange the equipment according to the 
layout previously in existence. Habit is hard to 
break down, so we like to have things the way 
we had them before, good or bad. In planning the 
new layout, judgment should be based on prin- 
ciple. The file department should be nearest the 
department it serves and the work within the file 
group should flow in a straight line. 


Cross motion 


Movement back and forth or crisscross wastes 
time. If the flow of work is smooth it will rarely 
be necessary for clerks to get up to pass work 
along to the next person. A good measure of the 
flow of work is to notice how much your file 
clerks are on their feet. This of course does not 
take into consideration the time they are away 
from their desks consulting the files or filing 
material. 

It is difficult to comprehend the reason why the 
files are most often put in the darker corners of 
the office. A fact often overlooked is that in plac- 
ing the files in dark corners it becomes necessary 
to place the clerks also in the dark corners. The 
file supervisor should try to get space which will 
include some natural light for her clerks. Fail- 
ing this, she can insist upon proper artificial 
lighting. She might suggest that fluorescent 
lights be studied or tried out in the file room. 
The local electric company will make a study of 
the amount of light necessary in the room space 
and will provide statistics which indicate the 
amount of light necessary to effective work. 

The file supervisor can be an active factor in 
anticipating difficulties for the file room and for 
the files. She must not stand passively by while 
others make the arrangements. She is the one 
who knows the problems. She is the one who 
must come forward with the suggestions. 


New Policy Pleases 


Editor: 
| was glad to hear of the broadened field which the 
OFFICE EQUIPMENT DIGEST will henceforth cover under 
the name of OFFICE MANAGEMENT AND EQUIPMENT. 
It is extremely encouraging to find such prompt reflec- 
tion and recognition of the broad expansion that has 
occurred in the past few years in office management. 
The very best of luck to your new publication. 
—J. M. HERRMANN, 
Vice-President, Workman Service, Inc. 
Chicago. 
Editor: 
Congratulations on your changing the name of your 


OFFICE EQUIPMENT DIGEST to OFFICE MANAGE- 


OFFICE MANAGEMENT AND EQUIPMENT 


MENT AND EQUIPMENT and broadening the scope 
of the magazine to give that profession and industry an 
expanded coverage. 


Today, as never before, industry is interested in office 
management, layout, and methods, and the coverage 
which the industry will receive from your expanded maga- 
zine will be most welcome. 


My very best wishes for your success. 
—OAKAH L. JONES, 
Oklahoma Natural Gas Co., Tulsa, 
Okla. 


Vice-President, National 
Office Management Association. 
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NEW THINGS 
in the NEWS 


ABOVE: 
THE EXECUTIVE POSTURE CHAIR, the latest addi- 
ABOVE tion to the line made by the Sturgis Chair Co., Sturgis, 


Mich. Of all steel construction, it has a hard-steel 


FIRST OF A POSTWAR SERIES of business simplifying equip- 
ment to come off the production line of the Addressograph- 
Multigraph Corp., Cleveland. This electrically operated duplicating 
machine, Multigraph Model No. 50, uses the Multilith process. 
It is worked in conjunction with the company's Systemat Master, 
of which the army and navy have made valuable use in handling 
records. The machine eliminates the necessity for stocks of printed 
forms and carbon paper. Every copy it makes is an original. The 


tilting and swivel mechanism. Large, soft form-fitting 
seats of rubberized curled hair, covered with durable 
upholstery of genuine or simulated leather, are avail- 
able in a choice of contrasting colors. Modern de- 
sign is used. The chair has smooth curved corners, 
and comes in five infrared baked enamel finishes. The 
company makes a complete line of office chairs for 
executives, stenographers, and switchboard operators 


machine is easy to operate. Two levers control all mechanical 
operations. A one-sixth horsepower electric motor is the power 
source. The machine has a hammered metallite finish in rich taupe, 
with dark brown trim, and is designed to harmonize with office 
surroundings. It occupies a‘floor space of 20 x 34 inches, 


RIGHT: 

7 BECAUSE DRAFTING INSTRUMENTS must be firm, 
lightweight and accurate, the Cardinell Corp., Mont- 
clair, N. J., uses Celluloid in the production of the 
triangles, protractors, rulers and T-Square shown here. 


J This plastic permits the blanking out of the smallest 
> apertures without damage. Riveted turn-tables to hold 

sliding arms on slide rules may be firmly mounted 
- so that this attachment is held at the desired angle 


without undue pressure. Clear transparent Celluloid 
also permits observation of the specification sheet 
under the drafting aid. When dropped on hard sur- 
faces, it absorbs shock, eliminating the possibility of 
breakage. Printed markings may be permanently em- 
bossed or engraved, and surface stains may be easily 
removed with a soft damp cloth. Celluloid is a prod- 
uct of the Celanese Plastics Corp., a division of Celan- 
ese Corp. of America. 
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ABOVE: 


FOR THE OFFICE, this large size steel cash box with or 
without trays. The specially designed compartment trays may 
be adjusted to take bills, receipts, stamps, or change. A 
standard 8!/, x II inch letter will fit in the box flat. This cash 
box is made of heavy gauge steel throughout, and has long- 
wearing full length piano hinges. Tumbler locks are recessed into 
the box top. All locks are furnished with two milled brass keys. 
There are over 2,000 key combinations for these tumbler locks. 
Finished with two coats of durable rich green enamel. Overall 
dimensions 12!/2 x 5!/2 x 8!/2 inches. Sectional trays measure !2 x 
6'/, x 1%. Made by the Pioneer Steel Co., 311 W. Ave. 33, Los 
Angeles. 


RIGHT: 

GROUNDED WORK-LITE good for desk use. This Swivelier 
Work-Lite, which has a Greenfield cable and leads, can be 
attached directly to an outlet or a transformer, thus firmly securing 
the entire unit to the desk: The adjustable spring-construction 
socket used in it makes it easy to adjust the unit to the angle 
desired, and prevents the wires from twisting. The entire arm ‘s 
also adjustable. The unit is available with arms from 12 to 30 
inches long; with a cone, bell, parabola, or acorn shade; with 
or without removable glass lens (frosted, clear, or daylight). From 
the Swivelier Co., 30 Irving Pl., New York. 
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ABOVE: 


FAST DRYING, FREE FLOWING, stencil ink for general require- 


ments. This Hi-Test ink is made in black or blue, and is excellent 
for either open or closed drum machines. It is packed in smartly 
designed half-pound cans, two cans to a carton. From the Old 


Town Ribbon & Carbon Co., 750 Pacific St., Brooklyn, N. Y. 


y 


SEU ATT La tas CRG, 


LEFT: 

CLEANING MACHINE FOR TYPEWRITERS. By 
using this new machine a typewriter repair depart- 
nent can clean five to twenty typewriters in one hour 
without hand brushing and without scrubbing. The 
machine, the Aja-Dip TW, made by the Magnus Chem- 
ical Co., Inc., Garwood, N. J., mechanically moves the 
typewriter up and down through the Magnusol solu- 
tion 84 times per minute, forcing the cleaning solution 
through the machine. The solution used in the machine 
is neutral, non-toxic, harmless to metal, baked-on 
finishes and workers’ hands, and has no unpleasant 
odor. The Aja-Dip is available in two sizes for han- 
dling | to 4 typewriters at a time. Load capacity 
ranges from 75 pounds to 110 pounds. 
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ABOVE: 

THE PARVA-GRAPH, a new all-purpose drawing and measuring 
device, to serve as a square, dividers, protractor, triangle, ruler, 
compass, french curve, and mitre. The device consists of two parts, 
a combination square and a removable mitre arm which can be 
mounted on the square through either of two mounting holes. 
A wing nut locks the mitre arm at any desired position. By varying 
the position of the mitre arm, angles of any degree can be formed. 
By removing the mitre arm, it can be used as a radius. Made of 
tough, transparent plastic, it is priced to sell at $1.25. Comes in a 
cardboard box with complete instructions for use. From Parva 
Products Co., West Haven, Conn. 


ABOVE: 


FINGER EASE WITH CONSTANT VENTILATION. 
The young lady is demonstrating the air-cooled ven- 
tilation feature of the new Sunruco rubber finger pad. 
The tip of the pad has been cut off and the smoke she 
is blowing through the opening filters through the 
tiny grooves. The pad has a full-grooved inside sur- 
face, which allows air to circulate and yet holds the 
pad snugly to the finger. Other features of it include 
a 100 percent grip working surface, and shorter en- 
velope for freer finger action. Introduced by the Sun 
Rubber Co., Barberton, Ohio, producers of rubber 
office specialties. 


ABOVE: 

HERE'S THE DECI POINT SLIDE RULE, brought out during the 
war by Pickett & Eckel, in its new postwar dress. This rule places 
the decimal point at the end of long and intricate computations. 
It determines the precise location of the decimal point in involved 
expressions with results up to nineteen places. Mathematical, rather 
than mechanical advances, are what really distinguish Deci.Point 
slide rules. Even persons of limited mathematical knowledge can 
evaluate and point off problems containing cube root, square root, 
logarithmic and trigonometric factors. The rule is made of light- 
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weight Dowmetal for superior durability. With each rule comes 
a manual developed by Maurice L. Hartun, associate professor of 
mathematics at the University of Chicago, which covers all phases 
of slide rule operation, as well as decimal point location. The 
instructions are useful to beginners as well as to advanced slide 
rule users. The mathematical theory of mechanical decimal point 
location is also covered for advanced mathematicians. The rule is 
12% inches long and 2 inches wide. Priced at $13.50 complete 
with manual, typical problems and carry case. From Pickett & Eckel, 
53 West Jackson Blvd., Chicago. 
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ABOVE: 
POCKET SEAL. This light, yet sturdily built pocket seal will per- 


form as efficiently as seals five times its weight. It can handle big 
jobs, too, for it is available with dies of 154 inches, 13/4 inches and 
2 inches. This Official pocket seal is a product of the Meyer & 
Wenthe Co., 36 South Jefferson St., Chicago. 


BELOW: 

THE LIGHTED WAY. A LumiNite duplex convenience outlet plate 
that is perpetually lighted, enabling you to see the outlet clearly 
when plugging in electrical fixtures. It serves as a safety light or 
nitelight. This outlet plate is designed as a matching or companion 
item to the LumiNite lighted wall switch plate introduced by the 
company a year ago. Gracefully molded in a single piece of ivory 
plastic, it embodies an attractive integral housing for the light 
mechanism. A part of this housing is so fabricated that the tiny 
shielded electric bulb emits a soft glow. The plate fits any standard 
duplex convenience outlet, and may be installed quickly by merely 
connecting the two lead wires to the terminal on the outlet. Retails 
for $1. Made by the Associated Projects Co., 80 East Long St. 
Columbus 15, Ohio. 


ABOVE: 


THE VERSATILE VERSA-TABLE, now available from 
the Wells Office Furniture Co., 725 South LaSalle St. 
Chicago. Versatile in structure, and versatile in use. 
Designed and constructed to provide utmost flexibility 
in use. An extra tier may be added quickly. Tiers 
may be used in regular position or inverted. A leaf 
may be attached to either end. All metal, bonderized 
and sprayed to protect against corrosion. Standard 
colors are green and gray; white and red at a slight 
extra cost. Table is shipped KD. Size, 13 x 20 inches 
overall height 27 inches. List price, $7.50 each. Extra 
tiers and extra leaves listed at $2.50 and $1 each 
respectively. 


ABOVE: 

ESSENTIAL—A METAL CASH BOX. This one has seamless con- 
struction and a metallic gray finish. It is individually cartoned. 
From Elmer Krumwiede & Associates, 320 South Jefferson St., 
Chicago. 
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ABOVE: 

WOODEN SLIDE-TYPE CALCULATOR. The Lawrence Engineer- 
ing Service, 327 Monroe St., Peru, Ind., makers of this new pricing 
and inventory rule, claim it makes instant conversions between 
gross, dozen and single unit prices. It gives unit selling price from 
cost per gross, dozen, or unit, based upon either percentage of 
profit required, discount from list or mark-up required; and instantly 
shows total value of inventory based upon cost per gross, dozen 
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or unit. The rule figures simple discounts with one setting; figures 
price range from 2 cents to $20 per unit, and cost range from 
1Y_ cents each to $1,500 per gross. It can be read easily. The 
rule has a soil-proof face and a frameless all-plastic indicator. 
Packaged in a synthetic leather sheath. Half of the rule's reverse 
side is available for an advertising imprint. Single rules, $1, six 
for $5, prepaid. 
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Where Are 


Tomorrow's 


Secretaries ? 


By Alton Weir 


By 


% HIGH on the list of office indispensables are 
good secretaries, those paragons of helpfulness 
who have contributed so largely to making the 
American executive what he is. There have never 
been too many good secretaries but that there 
should ever be a shortage of them has been as 
unthinkable as that there should be a shortage of 
executives. 

Yet today the situation is such that one is led 
to wonder whether we are not entering a period 
when the good secretary will be very rare indeed, 
because so few girls are now training for secre- 
tarial work. 

Blame it on the war. 

“Young people these days don’t realize that 
they need secretarial training,” Michael J. Dele- 
hanty, executive director of Delehanty Institute, 
New York, told OFFICE MANAGEMENT & EQuIP- 
MENT recently. “Before the war they would spe- 
cialize in some particular phase of office work and 
after eight months to a year of training would 
get a position with opportunity for advancement 
at a starting salary of from $15 to $18 a week. 

“During the war it was easy to get a job at $25 
a week or more without any training. As a re- 
sult secretarial training has suffered. Relatively 
few are graduating from the schools or even tak- 
ing the courses. I would say that we have less 
than 20 per cent of the number of secretarial stu- 
dents we formerly had.” 
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Ewing Galloway, N. Y. 


Mr. Delehanty has had long experience in the 
training of young people and in studying their 
job preferences. In the past thirty years more 
than 350,000 persons have attended the various 
divisions of Delehanty Institute, of which he is 
founder and executive director, preparing them- 
selves for careers in business, industry, and the 
civil service. 

“Employers these days are complaining of the 
lack of specialized training,” says Mr. Delehanty. 
“However, they still are taking pretty much what 
they can get. They take the first girl that comes 
along because the chances are that she is as good 
as the tenth will be and there may not even be a 
second.” 

The U. S. Employment Service reports indicate 
a general tightening of skill and experience stand- 
ards on the part of employers. This tendency may 
be expected to grow stronger as the labor market 
gets back to normal. But for months now in the 
office field it has been so easy for the untrained 
girl to get a good job that girls have naturally 
been taking the jobs rather than the training. 

If the office is to have an adequate supply of 
secretarial material for its future needs it should 
insist now, and publicize its insistence, on a 
higher level of preparation in the girls it takes on. 
That attitude would soon be reflected in a revival 
of current flagging interest in secretarial train- 
ing. 
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By Grace Buckley 


yx OFFICE backgrounds and desks designed by 
Walter P. Margulies, director of interior design 
and partner in the firm of J. Gordon Lippincott & 
Co., New York, are successful not only in making 
good order effortless but in creating a warm, 
harmonious atmosphere. For Mr. Margulies, who 
studied architecture at the Ecole des Beaux Arts 
in Paris, has won a world-wide reputation for 
office as well as hotel designing which, first of all, 
meets actual functional needs. 

Desk design, for instance, provides special 
drawer space and desk-top recesses to hold such 
small accessories as pencils, clips, business cards, 
and calendars in convenient reach but out of 
sight. Permitting a clear surface for work, they 
eliminate the menace of a cluttered office which 
this designer feels is almost invariably linked with 
a cluttered mind. 

Mr. Margulies’ desk of greyish, filled bleached 
walnut, his own design, contributes through its 


Design for Function 


In the Modern Office 


Walter P. Margulies 


interesting line and tone to the restful background, 
blending quietly with the beige walls and taupe 
carpet. Slender matching panels on either side 
of desk form the under-supports and leave the 
knees entirely free. This feature, and the design 
of the outer end in a graceful are permits a com- 
fortable four- or five-person conference. 

File baskets do not break the smooth surface of 
this desk. The two sunken baskets of matching 
wood, with inside dimensions 914 by 1314 inches, 
are built into the top at the executive’s left. 
Their stationary position facilitates the orderly 
arrangement of papers. On this desk these re- 
cessed baskets are placed side by side, but they 
are sometimes vertically placed, as they are on 
Mr. Lippincott’s desk in the adjoining office. The 
latter arrangement permits confidential work to 
be kept nearest the executive. Sunken baskets 
may be equipped with sliding covers to give 


Desk incorporating many novel features .. . 
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. doubles also 


further protection to confidential papers and also 
to add more working space. 

Another unusual desk-top feature included for 
executives is a recess in which a standard calendar 
may be kept, correctly tilted for visibility. Again, 
a slide affords a smooth surface over the calendar 
well. 

This executive’s desk, like those he plans for 
clients, has two drawers at the left, with side 
finger-recesses forming pulls. The customary third 
drawer, he points out, is utterly superfluous for 
the modern executive who keeps only his personal 
files in drawers, the rest of the work being filed 
in regular office files. , 

An inside slide, built over the top of the upper 
drawer, is an innovation with many advantages. 
This slide prevents warping and wobbling. The 
solidity of the supporting surface which does not 
interfere with manipulation of the drawer, in- 
creases the practicality of the desk. Slides are 
used extensively, also, for keeping telephones off 
the desk top. 

At the front of the top drawer a small com- 
partment 214 inches wide has three divisions for 
small accessories. Pencils, clips, and calling cards 
are always within reach. Many desks designed by 
Mr. Margulies have a shallow center drawer for 
such essentials. A short drawer with four com- 
partments is, for instance, a feature of Mr. Lip- 
pincott’s desk. Space just sufficient for the articles 
needed prevents confused arrangement. 


Included in the interesting desks planned > 


Mr. Margulies for specialized functions is- one 
that conserves space for two people who must 
work in close collaboration, such as an executive 
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Note recessed baskets, and top drawer arrangement, with inside slide 


and executive secretary or two associates. This 
desk combines with a built-in bookshelf in the 
front and a table at right angles. The executive’s 
swivel chair allows use of both surfaces while the 
second chair is stationary. 

Combination desks and work benches of natural 
wood in J. Gordon Lippincott & Co.’s spacious 
Laboratory of Industrial Design are most ingeni- 
ously constructed. Storage space is provided be- 
low tops adjustable to any angle for drawing. Two 
large wood knobs form pulls for front cabinet 
doors, and storage space here extends fully around 


the curving right side of the desk, terminating in 


a drawer at the designer’s right hand. 

Neutral beige walls and soft-toned chairs chosen 
for this office, create an atmosphere free from dis- 
traction and conducive to a quiet working mood. In 
planning interiors Mr. Margulies selects blending 
tones in surroundings, scrupulously avoiding 
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marked contrasts. As the eye travels from 
interior to windows, shades of color contrasting 
too vividly with the natural light, he explains, 
shock rather than relax the mind and distract 
attention. 

The neutral background is also essential to the 
business office, which is fundamentally the execu- 
tive’s “showroom.” To conform with the first 
law of merchandising—that nothing shall com- 
pete with the product, harmonious settings that 
ease the eye and do not shout with color and con- 
trast let the products speak for themselves. 

Wall colors are carefully toned in relation to 
background. Mr. Margulies’ office walls appear 
uniform in color, but actually the surface opposite 
the window is painted darker to offset light, and 
the wall adjoining the window (where the least 
light strikes) is a lighter tone than the side walls. 
A functional blue fabric chair at Mr. Margulies’ 
desk coordinates with the red-and-blue pattern on 


Rance SPS 


i 


wa See bas 


the beige draperies. Other chairs are beiges or 
tweed effect fabrics. Such chairs are used 
throughout this firm’s offices for the feeling of 
conscious comfort they afford as well as for their 
hot weather service in preventing the sticky feel- 
ing brought about by a “non-breathing” upholstery 
treatment. In such locations as the Laboratory 
of Industrial Design where chairs are in constant 
use, leather proves the most practical. Here, yel- 
low-leather chairs tone with natural wood desks. 

Draperies are used with Venetian blinds in most 
of the office interiors planned by Mr. Margulies. In 
addition to simple light control, the combination 
adds individuality and a warm feeling. The mod- 
ern business office welcomes every means of avoid- 
ing the stereotyped, formal atmosphere that 
handicapped the executives of a few decades ago 
and undoubtedly promoted many sullen disposi- 
tions. 

(Turn to page 54) 


Like the desk above, this Margulies 
desk features a useful built-in space 
for books 


OFFICE MANAGEMENT AND EQUIPMENT 


A Margulies desk for two 
persons who work in close 
collaboration 
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The Unionized Office 


(From page 40) 


their position will be weakened by attacks from 
management or by unemployment. They know 
that after the last war union membership dropped 
off to about half what it had been. At the same 
time management is full of fear that the unions, 
with the support of the government, will make it 
impossible for them to exercise effectively their 
management functions, and they fear arbitrary 
wage demands, unexpected work stoppages, and 
price controls which will make profitable opera- 
tion impossible. The unions and management 
have not established a sound working relationship 
and so the unions have turned to a vigorous 
prosecution of some of the demands of the rank 
and file of their members—much higher wages, 
shorter hours, seniority. And the press reports 
the news with very different slants—playing up 
either labor’s unreasonableness or management’s 
undeclared war upon the people—it just depends 
upon the views of the editors. And much of the 
office personnel—clerks and supervisors—believe 
what they read if it fits in with their personal 
views. 

I think we are going to have some months of 
bitterness in industrial relations in general. How- 
ever, I believe that there will be many individual 
instances in which good relations will be devel- 
oped or maintained. The problem of securing 
good management-union relationships is not 
essentially different from that of securing good 
relationships in general. 

In order that there may be a real integration, 
it is important that neither the union nor man- 
agement be dominated by fear of the other party. 
I am aware that some managements may con- 
sider it to be to the best interests of their com- 
panies to fight and destroy the unions if possible, 
but we are here and now considering how to 
operate with a union. To do this latter effectively, 
the union should have confidence that the man- 
agement will not attempt to undermine it and 
that it needs only to give the workers reasonable 
representation upon a long-term basis in order 
to continue strong. Reasonable concessions to 
the union’s desire for security may greatly facili- 
tate negotiations. Frankness and fairness are 
obviously necessary. Maybe some employers think 
that the average intelligence of the worker is 
low, but I think that most will agree that the 
intelligence of the union leader is high. Besides, 
the union leader spends his whole business time 
on the union problems, whereas the average busi- 
hess executive has to devote much of his time to 
other matters. Clever deceptions are not likely 
to get management very far, and they are likely 
to backfire. 
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By Ewing Galloway, N. Y. 


Ne‘ther union nor management can afford to be dominated by fear 


You may be able to use the talents of the union 
to help you solve your problem. Here’s just one 
instance. In one large clerical organization the 
union was asked to have its directors sit with 
the management committee that was determining 
the proper classification of the various office jobs. 
The union was also asked for concrete recom- 
mendations on what action the company should 
take in regard to certain employees with very 
long service who were obviousiy being paid more 
than the job justified. A possible source of fric- 
tion was turned into a field for education of the 
union directors. 


What type leader? 


The type of clerk who will be willing to take 
office in the union will be determined to a large 
extent by the reaction of the management and 
especially of the supervisors to the union. If the 
reaction is anti-union to such an extent that it 
looks as though those who support the union may 
lose their jobs, then the union is likely to get as 
leaders only malcontents, chronic knockers, those 
with no stake in the community and those who 
like a brawl. On the other hand, if management 
makes it clear that the question of unionization 
is one for the clerks to decide for themselves, and 
that there will be no discrimination against union 
members, then the more stable elements among 
the clerks may be willing to act as leaders. And 
it is these latter who make it easiest for the 
union and management to get along together 
constructively. 

It is of prime importance in a union situation 
not to lose your head or your courage—to be 
patient, tolerant, and fair. It’s easier to do this 
when you understand the forces at work on your 
clerks and when you realize that the kind of 
unionization you get is determined in large part 
by the company’s management. 
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Standardization 
(From page 37) 


These are all potential sources of real savings, when applica- 
tions include careful consideration of quality required and 
costs involved. 


One of the very interesting phases in the reproduction field 
covers those types of equipment intended to reduce the 
volume of records—the making of so-called micro-photo- 
graphic records. To any corporation required to keep com- 
plex records for long pericds the photo film system can 
provide most interesting fields for study. An acre of record 
space can be reduced to a volume occupying one large safe 
cabinet by this process. 

Thought is required on special items for particular pur- 
poses. The standards engineers can help as shown in Plate 2. 

There is no question in my mind but that in the greater 
use of office machinery lies a large measure of success in 
taking up slack to meet our post-war program of prosperity. 
Yet, for success, such application cannot go “hog-wild.” It 
must be planned carefully. 


Standards for supplies 


In the supply field there are literally thousands of items to 
study. Many of them do not provide sufficient potential 
savings to warrant study on an individual basis, but con- 
sidered as a group and treated en masse the resultant im- 
provement in working conditions, greater efficiency and 
reduced costs of material pay for the studies in the order 
of from 10 to 1 up to 25 to 1. Definite corollary studies of 
safety, alone, sometimes justify the work, with other elements 
of savings acting as pure net profit. 


Safety is mentioned at this point rather belatedly, for 
safety in the office should be one of the cardinal principles. 
In a certain corporation observed one division had a perfect 
safety score for 39 months. A boy in the office spoiled it, 
and his eye—the latter permanently. He hitched a string of 
rubber bands to a pencil and thumbtacked the end to his 
desk. Something caught the rubber bands and there was a 
snap—a pencil point into the boy’s eye and loss of sight. 
Far-fetched, yes, but definitely proving the need for caution. 
Safe equipment and layouts, pure soaps and sanitary facili- 
ties, are all part of a safety-in-the-office program that pays 
dividends. 

An interesting sidelight on supplies-engineering concerns 
ink and its permanence. Do you know that your records are 
safe? Will they stand a three-minute deluge of boiling 
water, such as from a sprinkler during a fire? In other 
words, have you sacrificed permanence of records to the 
convenience of a little better writing quality found in dye 
inks as compared to iron gallotannate ink? 


A pay-check of a certain company had been honored by 
banks though all the protective overprinting (safety paper 
features) had been obliterated. The check looked like a 
piece of ordinary white bond paper. Simple tests and deduc- 
tions, later proven correct, showed that the workman had 
left the check in his overalls which were sent to the laundry. 
On this check the number, audit number, printing, protec- 
tive writing and signature were all clear and strong although 
it had been washed in the fairly strong soap solutions used 
to launder overalls. All these were perfectly legible because 
standards had provided for permanency, and so the banks 
rightfully honored it. And remember too that such materials 
are not necessarily more expensive because of these factors. 
Iron gallotannate ink is not more expensive to buy or use. 


A prolific source of savings can be found in the field of 
office forms. Form control must include two basic elements— 
physical and functional standardization. Physical standards 
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are easily established and maintained. They include sizes, 
paper stocks, punching, method of printing and such consid- 
erations. These factors, it is readily seen, can result in many 
savings. Sizes involve economical use of base paper sizes, 
affect volume of records, filing, and binding. Paper stocks, 
even as selected from standards, can be too good or not 
good enough for the purpose. Standard punching permits 
use of standard binders. Method of printing involves selec- 
tion of the most economical process. All of these are savings 
producers. 


Standards for forms 


Functional standardization of forms is less tangible, though 
the elements are easy to understand. (See Plate I.) Among 
these factors would be designing for the purpose, that is, 
making sure that the space is adequate, arranged for proper 
combination of sequence of entry of information and later 
reference to that information. Since this must be a com- 
promise, determination of the predominating requirement 
requires careful study. Another factor, the method of post- 
ing or entering information, is important. The use of check- 
off subjects instead of write-ins can produce nice time 
savings. 

A further functional standardization element must include 
studies to eliminate unnecessary items and to combine items 
serving the same general purpose. It is here that most pro- 
grams begin to fail—at least those in large organizations. 
It is mostly the fault of top management that this is true. 
An executive may decide on the spur of the moment: “We 
have too many forms. Let’s standardize.” He is probably 
right, but the emphasis of numbers rather than of the 
physical and more easily controlled elements of design is 
not the right line of attack. Eliminations can be made 
without too much trouble. Combinations requiring research 
into routine, and a great deal of cooperation between depart- 
ments bog down easily. So, when the big boss, having 
emphasized the wrong objective, sees his machine stall, he 
decides forms cannot be standardized. This is a place 
where the engineer is really needed, for most sensibly man- 
aged form standardization programs in the average business 
can yield savings of up to 40 per cent in annual form cost. 

The standardization of paper stocks for clerical work is 
fascinating. To standardize a series of qualities which will 
satisfy the most stringent requirements for permanency and 
strength down to those for very temporary use requires 
study by engineering talent knowing paper and having 
common sense. A study made in one company some years 
ago resulted in annual savings of $30,000 per year, even 
though prior to the study the practices were fairly well 
planned. In most organizations which have not paid atten- 
tion to this work, dividends of 25 to 50 per cent can be 
realized. 


There is a certain class of supply items, which can well 
be considered as forms, on which careful surveys will 
usually produce gratifying savings. Envelopes, letterheads, 
tags, and labels are illustrations. Standardization coupled 
with periodic ordering can accomplish a great deal. In the 
company mentioned before, envelope study netted a profit 
of over $25,000 per year. One hundred and twenty-nine 
types and sizes of envelopes were reduced to 46. Various 
locational imprints were standardized. The paper stocks 
were studied and standardized. Incidentally, regular sul- 
phate (kraft) was used, all being the natural color (brown), 
except two items for top executive use—these were bleached 
kraft (white). A contract was set up for ordering three 
times per year, with a service organization combining 
locational requirements and entering one order. The price 
was based on the total quantity of each kind plus a very 
nominal charge for each imprint change. A miscellaneous 


(Turn to page 84) 
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PERMANENT 


IN THE ONLY 


FLOW-CONTROL 
POUR OUT BOTTLE ! 


Offices throughout the world have chosen effi- 
cient, economical SKRIP as their permanent and 
only writing fluid. Reasons are many—it’s the only 
writing fluid in the bottle with the no spatter—no 
drip—Fiow Control pourout. It's the writing fluid 
that's Permanent—fast drying—smooth writing— 
quick flowing—pen preserving. Try it in your 
office. Everyone will like the way it pours—the 
way it makes pens write better—last longer— 
stay out of the repair shop. 


7a SHEAFFER'S 


ne EO W. A. Sheaffer Pen Co. 
Fort Madison, lowa 
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THERE'S SOMETHING ABOUT 
A BURROUGHS RIBBON THAT 
MAKES MY TYPING NEATER 


1 KNOW THE ANSWER. FINE ° 
FABRICS AND FINE INKS GO 
INTO BURROUGHS RIBBONS 


You get the best in 


BURROUGHS > 


CARBON PAPER + RIBBONS 


oa ROLL PAPER © ) 
sate intimate knowledge of business 
machines in action established the exacting 


specifications of quality which characterize 


of business machines. The next time you 
eed ribbons, carbon paper or roll paper 


BURROUGHS ADDING MACHINE COMPANY 


call your local Burroughs office. Ask for - 

complete information on Burroughs Dis- _ 

count Purchase Plans which providesavings 
we to 40°7 on your —_— — = 


Fi Burroughs supplies for all types and makes | : 


Burroughs 


SUPPLIES FOR BUSINESS MACHINES © 


is 


Functional Design 
(From page 50) 


Wall panels of glass brick encourage excellent 
disposition of light and add charm and interest to 
offices throughout this suite. Glass brick is util- 
ized again in forming a semi-partition around the 
large packaging division in the rear with its walls 
of light blue-grey. 

Mr. Lippincott’s office is large, warm, and 
serene. An interesting feature is a lounge uphol- 
stered in a pile fabric of rich brown. This rests 
on two supporting panels of grained wood. Placed 
against the flexwood wall adjoining the opaque 
glass doors to this office, the lounge lends an air 
clean and modern, yet soft. Beige draperies pat- 
terned with a reddish brown scroll harmonize 
with the lounge and the sand-hued wall surfaces. 
An oblong recess for books built into the rear 
wall is lined with soft blue. A series of small 
plastic knobs across one wall of Mr. Lippincott’s 
office holds a set of the firm’s designs, in photo- 
graph. Pictures, renderings, photographs may be 
changed at will with this new arrangement. 

In the corner of this office a low, compact 
primavera bar contrasts pleasantly with the flex- 
wood walls. The exterior of the bar, typical of 
those designed today for many executive offices, 
resembles a simple console. Generous storage 
space is provided inside. An odd Chinese root- 
plant atop this cabinet adds a decorative and 
interesting touch. 


Reception room 


“One of the most demanding interiors to de- 
sign,” says Mr. Margulies, “is a reception room. 
The atmosphere must put waiting people at ease, 
and cause time to pass comparatively unnoticed. 
The qualities of the reception room, in fact, must 
effect ‘love at first sight’ and leave a pleasantly 
remembered impression.” 


Consequently, he has designed this company’s 
reception room with extreme care which most 
certainly is reflected in its individual and most 
interesting appearance. Walls, with the exception 
of the cream surface adjoining the glass doors are 
an unexpected warm brown—an earthy tone which 
this designer likes for its restfulness. An unusual 
recessed mural is featured above the light green 
fabric settee placed against the side wall. This 
mural, a section of the color-tree in the Monsell 
system, combines small squares of color against a 
black background. This decoration, closely asso- 
ciated with the work of the firm, is immediately 
interesting to callers with a knowledge of art and 
design. In the rear wall, a gleaming panel of glass 
brick adds light and charm. Framed color photo- 
graphs of interior and transportation designs 
hang on the other side wall. 


OFFICE MANAGEMENT AND EQUIPMENT November, 1945 


_ . 


ine 8 foe 
~~ arene 


eee) ee eee ie ae oe ae 


nae . i he ig eee ee 4 Bm ae | J , waa J alles <a. 
ae she Rie Bi a ac eee a ag eas | ee ae ae “ag ee a 3 
_—_— Wi9 ‘ar ee Bene ee a = as a ee 
ao Sao & “Ee RRs. a 7 7 : 
. ae 
Bass 4 
AS 
7s 
aA. . 
ye - 
Ah 
=> 
en 3 
Aitpers 
pe 
ua 
Bh 
Bah 
oe 
ae 
ine © 
mA é 
i 
a 5 gaia ae ‘ ete <i : x a ae " 
7 be ae 
Ps me P Se 2: 
AG ce . oe Cf ip ah 
a a : , et ai 
ae et i \ ? é oe 
ae 4 : ite: ' 
aan i “~~ ~ “aoe 
i tee ; ee 
Fal oa ie _~ Ss 
; a; eo 
o ae on ae awe Un 
jae ta Ps . ¥ : x3 Se aa J 
ae ? lk e ; =A q ati ¢ 
: \S (ses é. f ‘ — 4 : ia 
; . <. N eon Ges i 
e 5 J BSS 3 " ; é i th RR 
-* eS AR 0 
bd a 4 - _, Sey — ; 
we oe bi > oe ib AS oT ae i} 
os * + . 4 wei eo. ; 
4 : ™ : A vy: an of oe ; 
ee me “a. co oe ; oe = ae 
bey 3 3 3 y ae > 
—  — fe ye iF he ae 
ae eh q ae seat 
Dee Rec Re Ea pe D i id 
Es ge a : p 
a wi 
oh Pa - ? i 
Fe ai é a » all te 2 7 a 
Be a i 
ey  4y ’ 1” : 2 
as ta» . 
rye a Kes: vite to 2 
Pia, % Ae. 
in 
ore 
ae 3 
eS 
say 
x 
i 
aes 
ame 
= 
Che 
+ ay : 
5 ez coe a, 
Sania, | ; Bye: ea 
ie Be 2 ae 
Be ae - a 
a 1 pee cee 
a a ea 
: — | 
at if em ei em a 
8 A ee , 
a : ee . 
2 | - - 
Bs ge 
at ' 
aa 
a, 
ao i 
ae | 
Bice 
ad \ 
os 
‘a: 
an 
ae 
2. 
at : 
<a 
oi aie 
on 
Be 
i Tey < 
rae 
; a | 
re. 
3 oa poy esa sae > ie 
A Poa 
: jigs 4 
mee 
is 
. i eS ' 
Ne 
pe = am F - 

Soe oa . meal 
ee 5 : i “ia Fy -. - ye a é a eee 
ie a pe ; ae eee era e 2 ee ee oe ee: ge eee 
es uy <= ee ae ee oe eae eee heal 2 gee Pen Phe ea Sf. ee Poo 
oy a ee Bree ®. ears Ee ee ee ee Se oer ee se 
7 a Ric: ek ee "a re ae oe iy - ae a ~ "iced Bee i Oi 5 ee 
ie 5 RRR 0 panes ear i) (7 i) Rg jaa SS ae 


= a 


Get Your FREE COPY of Booklet Showing How 
Filing is Made Easy...Quick... Accurate! 


, 7 

SR | Most amazing Help ever writ- 
rT ten for Secretaries and File 
Clerks in distress. It’s enter- 
a taining, fun to read, and gives 
you the answer to dozens of 
puzzling problems that so 
often cause filing grief. You’ll agree with the 
many office workers who say this little book is 
worth its weight in gold—yet it’s free to you 

for the asking. 
If you get that awful sinking feeling when- 
ever you start looking for a filed paper, you can 


BUY MORE 
WAR BONDS 
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- be sure that your file is a victim of “‘Find-i-tis” 


*Inability to find what you have filed. 


—and this booklet shows the cure. Even if your 
file doesn’t suffer from ‘‘Find-i-tis’’—better get 
a copy and be on the safe side. Ask for it at any 
G/W dealer’s, or write today—on your com- 
pany letterhead, please 
—to The Globe-Wer- 
nicke Co., Norwood, 
Cincinnati 12, Ohio. 
**‘Headquarters for 
Modern Office Engi- 
neering.” 


_ Bookcases 
_ Stationers’ 


Globe - Wernicke one 


LING EQUIPMENT AND SYSTEM 


OFFICE MANAGEMENT AND EQUIPMENT 55 


: ra ie * — oe ees ae eee ae ae § 
—— ss lc OD a = RR ee ’ 
) W THERES A CORE ; 
905" ; (MO 9 CVtAS “ve 
“4 ald ~ oh os _ gee ed PAs ee Ae — a sclineiieahieedeiemeatieneliie, aio . or 
: Air mK ts te kee we Ps Ee ba ae ‘= 
: x ah > N ce , p ; | a: j : 
> GEN cen) B | a a 
‘i iy af “ae. - a" i i! . 
| B ) > : > a a 
Zz ih ~ “ a 
ial Y . oe z 4 
ik = cs Lae < eS ae “e " _ “i 
Ss met eee TF 
, ~ fA J ‘ : aie _— i : 4 
5 Z 
f-e e Se a 
me, 
cat 
$ os . 
t 
t 
n N . 
] nah | 
n rT ; 
H . ll s, | 
7 Sah pe ee PS = | 
sche | 
* or, : 
y § 
d Service ; ; ’ 
38 : = : 
)- 
18 | . Ee. | 
as Pe I 
ong oe "is fe r a. a a fk ae a Co a 


OFFICE MANAGEMENT AND EQUIPMENT November, 1945 


a a moe : : ‘i (ete Sas coe a — = =—o a ee ae 4 2) oe 
aes, 
a 
7" 
ne 
a 
a 
ae 
i se 
: ae 
ae 
& 
<i 
ua 
a 
= 
: TIVE | 
2 SENS! 
* PRESSURE 
= 
may: 
oe ops Fe : CAPE, ey 
p ees. 7 beat Gik'* Meriees Pee Ore er ee te ie 
a K ae pe BS ca eaten le i. 
ey ing a eta we 
ey ty ay ye 2 # De sinks = ; ee > 
a ‘ : pe be ele ees rs es oe os : ~ 
7 « ‘ - aes ia ao Oe aie aoe 
e ~ BS RRO a ess pee ‘i 
e Gy) RRO iret gs? 
‘ SHELTON, CONN, 
ae i ees 
e 
vigeeh 
chee 
Paes 
fe 
ia io + i ae he a sg -, } 2 aa tg eae Bite. ec 5 , oe 6 ‘ : ; . ie J 
ae ll a hh. ae ieee a Pie, ae 


Records Visualized at 
Vertical Filing Costs 


VIS-U-ALL 


“Y and E” offers you the fastest and most 


economical fact producing record file ever 
perfected—the “Y and E” Vis-U-All. 


This new “Y and E” method is an all-way 
visible plan for making records show the 
greatest number of facts, at a glance, with- 
out touching or removing a card or sheet. 


Most units are available for delivery now. 


VISIBILITY is the watch word of this new 
Era and applied to office is no exception. 


Business records that visibly show trends 
and results from day to day—hour to hour 
are most vital to the new business tempo 


now rapidly getting under way. 


Write for complete information. Learn more 
about this unusual cost, labor and space 


saving device. 


YAWMAN A’? FRBE MFG.(. 


1045 JAY ST. ROCHESTER 3, N. Y. 
FOREMOST FOR MORE THAN SIXTY YEARS 
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Compact Light 
Portable Trays... 


25 inches long and 6 inches wide 
—Capacity 2464— Cards 6 inch- 
es wide—Visibility 1.2 inches— 
Collapsible sides to save space 
in Safe or Tub. 


Posting Stand and 
Portable Tray... 


Light rigid construction with 
caster bases—Portability easy 
and quiet—desk height, conven- 
ient for either hand or machine 
posting. 


Combination Desk 
with Tub extended... 


Tub capacity three trays— 
Tubs equipped with easy run- 
ning casters—easy portability 
to Posting Machine or for spec- 
ial consultation. Over-all di- 
mensions, 30x30x294. 


Double Desk 
Two Tub Unit... 


Where more than the capacity 
of one tub is required, this unit 
provides a tub on either side of 
the operator with every card in 
easy reach and completely vis- 
ible. Desk provides wide space 
for posting and gives record 
protection when tubs are re- 


placed beneath. 
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Double Desk Tub Unit 
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Take advantage of the 


LOWEST PRICES 


: in the history of 


; aes ye, 
Priaee s i ape 


é GENUINE - ORIGINAL 


MAK-UR-OWN 


TRADE MARK REG. U.S.A. 


CELLULOID 


INDEX TABS 


No change in the high standard of material and workmanship 
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If you haven't received a copy of our recent 


Bulletin giving full details, write today. 


THE VICTOR SAFE & EQUIPMENT CO., INC. 


» © & F @ ree a 8 a ee BS, ae &€ fW ee i 


Consumer-Approved Products----sold ONLY through dealers 
58 
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THey’Re Easiest To Freep 


and it pays to feed them the bet 
_ When your office is equipped with the best in — 
staplers—why load them with anything but the ee 

__ best in staples? Why get 90°/, when you can 
- get 100°/, efficiency? Why buy unbranded flat 
staples when you can have guaranteed pre- 

' cision-made round wire staples simply by 


specifying 


{ 
' 
eX 
¥. 
i * 
t ¥ 
* « 


SWINGLINE Speed STAPLES are 

the only 100% round wire sta- 

. -jpled, They're round for the same 

3 © #easen that good nails are round 
for easier, cleaner penetration. 
Round wire staples do not col- 

lect excess lacquer because they 

do not have a flat surface. They 
retain lacquer only at point of 


contact! * 


3 eas 3 ty. ‘ ? 2 
| SPEED PRODUCTS COMPANY, =32@%> 37-18 Northern Boulevard, Long Island City 1, N.Y. 
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VENUS VELVET * VENUS DRAWING * VENUS UNIQUE * VENUS COLORING 
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This concealed safe 
unit is a patented 
Invincible EXCLUSIVE! 


GGRESSIVE sales and merchandising plans, 

directed toward a profitable objective — plus 
great, feature-full new metal filing cabinets — will 
interest sales-and-profit minded office appliance 
merchants. You have a competitive advantage 
when you couple your plans with Invincible. 


The built-in safe cabinet for “personal” files is 
an innovation exclusive with Invincible — a fea- 
ture you can “push” with profitable enthusiasm. 


, INVINCIBLE METAL FURNITURE CO. 


MANITOWOC + WISCONSIN 


. ‘ 
amebiasis 


end 


> # 
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What's ta a Yame? 
by McGillicudy 


And | don’t mean the name “McGillicudy” 
—there’re many differences of opinion 
about that name. Irish? . . . Yes, on my 
mother’s side, and some Scotch through my 
father by absorption. 


But the big name in clasp envelopes is 
CHAMPION. Webster says “champion” as 
a noun is anything awarded first place in 
competition . . . or as a verb it means to 
challenge or defy. That’s Champion Clasp! 


For a super clasp envelope that really can 
take it; that has wide, sturdy seams, im- 
proved round edge metal ciasp; extra fine 
gumming . . . Champion Clasp takes first 
place. And Champion Clasp challenges 
you to find a better clasp envelope . . . 
defies you to find any clasp envelope re- 
quirement it doesn’t meet 100%. 


Champion Clasp envelopes are now avail- 
able in larger quantities . . . write for in- 
formation on prices and sizes to meet your 
needs. 


CHAMPION CLASP 


ENVELOPES 


Sold through dealers only 


“ENVELOPE COMPANY 


564 W. Monroe Street 
Chicago 6, Illinois 


a 
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Rehabilitation of Disabled War Veterans 

The end of the war has brought forcefully to the minds 
of businessmen the need of suitable employment for ex-ser- 
vicemen. Some, of course, will be going back to their old 
jobs; others will seek new employment due to their ad- 
vancement in technical or professional fitness while serving 
with the armed forces. 

There is another group which is not so easily adjusted to 
civilian life—one which presents a challenge to all the rest 
of the country to meet the greatest rehabilitation problems 
ever to confront America. It is made up of those who have 
returned without legs, arms, or eyes, or have suffered other 
injuries. 

When the final tally is made as to the human aftermath of 
World War II, one of the saddest facts which will emerge 
will be that there are 2,500,000 war-disabled veterans from 
this most recent conflict. 

It is highly important, therefore, that full support be 
given to the organization which has the largest nation-wide 
service setup—the Disabled American Veterans. Its army 
of National Service Officers, located in all the regional offices 
of National Administration throughout the country, consti- 
tute the most effective machinery to accomplish the maxi- 
mum rehabilitation-of war-disabled veterans. It is the work 
of the DAV which will be a major factor in assisting our 
handicapped ex-servicemen in their return to usful civilian 
life. 

The Disabled American Veterans, Congressionally-char- 
tered, has been active for the past twenty-five years in as- 
sisting America’s war-disabled veterans in matters of post- 
war rehabilitation, through the sympathetic and expert 
guidance of its National Service Officers, themselves ex- 
servicemen who have incurred disabilities in World Wars 
I and II. Among services furnished by the DAV are assist- 
ance in matters of claims, vocational rehabilitation, civil 
service and other training, and job placement. 

Because of the tremendously increased need for its ser- 
vices, the DAV has found it necessary to make a public ap- 
peal for funds. The National Service Fund of the Disabled 
American Veterans is conducting a national campaign to 
raise $10,000,000 for the expansion and support of its nation- 
wide service setup. 

John A. Zellers, vice-president of Remington Rand, Inc., 
is chairman of the Office Equipment Division in this cam- 
paign. 

In all lines of business, management will be met with 
questions concerning the rehabilitation problems of ex-ser- 
vicemen. Our war-disabled veterans can safely be referred 
to the Disabled American Veterans for expert care and 
proper rehabilitation. 


When to Haul Down "E" Flag? 
Just when does a war plant haul down its Army- 
Navy “E” flag, now that the “battle of production” is over? 

At least one company, lacking official directives, has an- 
nounced its own answer, which may become a model policy 
for other award-winning factories throughout the country. 

The firm is Pitney-Bowes, Inc., Stamford, Conn., war-time 
manufacturer of aircraft and ordnance parts, peace-time 
maker of postage meters. 

Its answer: the flag will come down when the last em- 
ployee who entered service before or during the war is 
either honorably discharged or re-enlists. 

“Keeping that flag flying will help us remember that the 
war isn’t over yet for a lot of us,” says Walter H. Wheeler, 
Jr., president of the company, which won the coveted pen- 
nant four times. Its service flag bears 480 stars, fourteen of 
them gold. There are 59 re-employed veterans on its present 
payroll of 1500. 
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ARMORED 
. FOR 


efi. 


= SERVICE 


— armor plate protects the modern battle and special ink formulas, it will make finer, neater 
wagon, is essential in order to withstand the copies under all operating conditions. 


terrific punishment of naval warfare. Not affected by heat or cold, moisture or dryness, 


Flagship is guaranteed permanent non-curl. Im- 
ported tissues, better inks insure longer wear, easier 
erasures, cleaner handling. The metallic coating and 
treatment of the back makes stencilling through a 
thing of the past. 


And here’s a development in carbon paper which en- 
ables it to serve better and longer under one constant 
pounding of paper cutting typewriter keys. 


Flagship is the result of long research and experimen- 
tation by one of the country’s leading carbon paper Try Flagship, yourself—give it the Performance Test 
manufacturers. Incorporating many and exclusive in your office. Call your dealer or write direct for 
features, including the sensational All Metallic Back free samples and full details. 

ah P 


‘ HERE’S WHY RINGS THE BELL 


NON CURL Flagship is not affected by CLEANER TO HANDLE Flagship is 
weather conditions—moisture, dryness, easier to collate, is crisp and clean. Fine 
heat or cold. The. exclusive metallic gems BO gy on oo "les 

* with specially treate s > 

my a = po " a — new Pn to manifolding work. 
———— ed OE ne erasures with 
LONGER WEAR Imported papers and no telltale smear is another agship 
tough pigments is 0 gprs feature made possible by advanced ink 
~ formulas and exclusive processing 

plating and treatment of the back, in- methods. 


sure a carbon which resists stenciling 


thru and produces -excellent copies long SETTER LOCENG The sttzastive Ean. 


ticle motif in full color on the box and 


after ordinary carbon is worn out. the beautiful design of the silver colored 
FINER COPIES Clean, perfect impres-  *heet ive Flagship a distinguished ap- 


‘ sions from first letter to last are insured 
by new and improved ink formulas and 
the. most modern manufacturing tech- 


GREATER ECONOMY Its popular price 
combined with superior performance 
offers every buyer and user top quality 
at lower cost. 


iques. - 
> eee 


A\ || FN ALLIED CARBON AND RIBBON MANUFACTURING CORPORATION 
165 DUANE STREET NEW YORK 13, N. Y. 


CARBONS & RIBBONS Manufacturers of Quality Carbon Papers and Inked Ribbons for 37 Years 
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“Production has started on that 
" Remington Rand Portable that’s 


been so well worth waiting for!” 


Reconversion is proceeding at a rapid pace, 

and production of Portable Typewriters is well, ag 
under way at our Syracuse plant, wher we 
have been manufacturing 45-caliber 


craftsmen are beginning to produce Portablem Ee ia: toe 
Pre oe 


Typewriters for you, made to the same rigid) 9s same 
specifications of quality maintained by our . 
Company in the past . . . a quality which has _ 
made our products famous throughout the 
world ... See your authorized Remington Rand 
dealer today for further details about that 
Portable Typewriter you have been waiting for! 


The DELUXE MODEL 5... one of the line of 
superb Portable Typewriters ...so well worth 
Bets ¥; waiting for...so soundly engineered and sturdily 


_ Reminglon Rand 


THE FIRST NAME IN TYPEWRITERS 


RA 


— 7 OE Oe ee ee 
rahae: . a astm S ‘ eS ee a rae oT a a : ee Beg eh ee. a — Wi i ! Z 
bat he on cus, a 
ne oe | 
ave fa 
e 2 , * 
ieee 
es « » SAYS SANTA ps ‘ Ay 
VU » 7 , 
a ~ ae e Zz 
~~ er : : ~ a“ iz “a ee en ama ais ; : 
: . gx 
ar oth Jo, See , 
4 ay os on on : 
Rea Fc my { \  F, ¢ a A. ~ ; \ _ a : a 
"PO NRCNEY <<. he “cle er x 
A _ ~ 7 e ? ? I » > wa * , ag = _: 
J fea : Yee ees \ : ~ 2 _ . 2 
Sg Wer 2 y a. £ aT — 
2 » fae } all f ; 4 be “ 7 Mis zZ . : | 
et +“ ‘i we “sr 0 x ‘% 4 . , ay | 
i ‘ 7 a. \ ee ¥ i: / ls “ - : Gea = 1 Tihs ‘ : : 
i= . 4 \ ee ; eh . —- B t . iy eee ‘ & : 
Bh » ; aa : ; ; ; Pee ie c ae j 
i ae 2 : a , Bo, es ; [a i 7 . a a. . P ) e\Y ¥ 
a | i. = > , ur fr > we 
i ; , — a ie 3 ‘. a a _ i 
' - 7 7 ‘ ina =. rh ia J ale ee f 4 
i E } ee ia | 
1 ._ . eee - = | & ive + ; 
; , : , Ss F i 4 a 3 “ay y e , ¥ : | 
~d : 7. _ = = oi as i . ; | 
ee Za ‘ i \ wes ex rk Fe te ' ; 
: ‘Baw a ae YS a ” kod : . 
| f _ fe bs / ee a om ' t 
‘or id 7 ae | oe ei ra . 
es ¥ ts aid ft ‘vee - a ‘ ° 
{ / : 
Ss a 
; : . 
: let's A... Bron 
mf oon Oe 
a, Oct. 2 Vi 8th! 
C . . Pll “4 \ : 
" a n Tet Lie id ‘i y 4 : - 
ho —— fe . 
a 1 y er: 4 
*) Ng! ASN: 
: Pe } 
7 ate Wow Py 
oe . . 
<< —— ee 
November, 1945 - OFFICE MANAGEMENT AND EQUIPMENT 6523 : 
J —— * < i ae + a ne ee ‘ a a 
0 ES ee = ee ll i ee 


utocopy Gelatin Rolls are ren- 
dering dependable service under 
the most adverse conditions— 
the steaming jungles of Mindanao 
—according to word received 
from the Philippines. 


It isn’t just luck that enables AUTO- 
COPY ROLLS to reproduce clean, bright 
and perfect impressions—consistently— 
whether it be in the tropics or in the arctic! 


This dependability is due to 25 years of 
intensive research that culminated in an 
exculsive formula, and to advances made 
in manufacturing techniques. This com- 
bination met the demands of war, is now 
meeting the needs of peace. 


Little wonder that AUTOCOPY Gelatin 
Rolls are “standard” with many of the 
nation’s largest users of duplicating equip- 
ment. = 


AUTOCOPY GELATIN ROLLS 
AVAILABLE FOR ALL MAKES OF DUPLICATORS 


WRITE FOR 
LITERATURE 
AND PRICES 


‘CHICAGO 10, ILL. 


aa a a Pie a ee. Cease. ee - eee) ae 
a — —_ a 4 er  . | ea a Cl A 
a Fs « : 
a 
oa 
ie 
oS ; Z re 
- oP app coy , ; F Ao a i WA it 
oe des Fe cae eo: . 2 one + wa 4 oP “ - a he 
Tig Ce” Meh i roe dee a j pale te = > rhe ha 
‘pe ee ee ae Pe - Cea 
i Fee FLA Lo a 
a _— HOME ooo = 
, % wAY FROM x 
4 a 6] TONG —— 
is TS hadi rr, Vg! ove of Cara Ht ti 2en I WG — 
eA : Pg . g e4 eum uy ik: Gh 4. ame ge 
a ae gee i VPP dd: ome ; ol | Ta A ee er) ie IN 
aoe : Can po a ae aed - ie, 4 —I 7 Met i cto, Tel ap it 
Bee iota, ate ce b : & b i eS | 
aa ats a: me J “al I cs-eeiicert, sscenane ei 
= " Ue, is ' ys oa wr ; ~ad) { ae BY re i * ad i: | 
iz ae See aii: s B) “= t ‘Sa: 
BU 3 , },. < ’ f Fi fy 4 » = . les ...a% 
ae : 4 ? 7 <= 4 ,2 fi “3 | Foran Se 
a Pe. a 4 f ; a) ‘ 4 o A A ee 
= a y i —— a) By cs aa ee 
: ——: sa nae Pa i \ , pe 
— ee ¢ ‘i ; ; fi ; C7 = * e a gh 
- aes \ Bioaes 2 < , Pes? sae Sam — 
ee a: os 4 A vO og : - a { = _ ws 4 gee <3 R 
oo as =. val = oa ui ag ~, ee — a —aane 
™: : a ~ ee - es _— = ne ms ' 5 A \ 3 eee Tae 
ie 2. wee Se _ : = * as 6 , a. ae Si a 
es Poe. i i : ae gh i se ' A, et ee 2 
ty ~ oe 2 ee. ‘.. : Ae ee —~ — ‘ B: 
ae : a ne toi Re: 2 ee a: . eee. se i b 4 f 
ce Oe af ; 5 : i s me ee a ie ee 
ie Aer ‘ {ss ae — es aa “ Wyre: a eS ? 
2 fet i 4 ‘tas re aaa : - jn ee Se as 
a £ Fi 2 ee 7 aap aE P x. 
a Pic | — -) , i, ~ ; a ae 
= ‘ Ee on eA Ss: io ee -~ f oy he a = 
ae ae } 2 au : a “a ia We f Bericen. sry a F #x 
b =" » io de . i ae + Se we ieee 4 Va 
2 ve Bauer © fs <a: Apes es. 
a Rs 4 nae ¥ 4 oe oer “Tae 4 ‘4 , 2 une ot - Fier ; ‘* : 
era o. Sas 4q a ; faa ec ae — ‘i = 4 a. abu poe ‘ % % ne 
ne ne i ile ee — o 3 ods eS an ies te te nae {i393 a - “ 
ware sae y ie cy & ee Po. a ‘a . a a i | cs P. ~% 
gas 7 i ne * A Mec —e a See a ale a 7 er —_ Dal Pe he Eo 
-_ . oy to a a) i —— a re Me 
i i ll Sol an <_@it Saale 6—CUClCl( fk - Sar ie E eo CS ie Bos 
ee. ie ae Pails 3 i oa J i na an g oe a : * r 3 jue 7 = a a iB’: ie . od 
ie on a 2 ea po ee ee a ee: oe Nie Aa 
ae 7 
a 
Gi 
Spike 
ai : 
a : 2 ne. ie a 
a ; : a 
ss vii ae q 
2 Ree’. 462 WEST SUPERIOR STREET 
a 
a 66 « OFFICE MANAGEMENT AND EQUIPMENT November, 1945 
e = as ie a “Se ae he ee) ae = a. Se sal ae, hee 
me  @ a.  . Bie => 3 
eee ee eR, |. ae a pam, = a eee rid 


“Somebody ought to tell 
him there’s a war off!” 


1, “Still standing in line! Thought that idea hit the 
trail with Hirohito. But no, we still queue-up to feed 
figures into a machine you couldn’t budge with an atomic 
bomb. Sure wish the boss would get a few Victor Port- 


2. “I know from experience that he’d be money ahead 
on every Victor. First off, very little ever goes wrong 
with a Victor. It has less than half the parts contained 


ables, those little lightweight answers to an adding 


in many other machines. What’s more important, figure 
machine operator’s prayer. 


work would be easier . . . and a lot faster! There are 
plenty of reasons why. 


3. “There’s a Victor’s light weight—just 8 pounds of 
the most compact practical machine made. And snappy, 
smooth Feather-Touch key control. Oh yes . . . it’s so 
small it takes no more desk space than a letterhead. It’s 
noiseless, totals up to 9,999,999.99 . .. and has so many 
other advantages.” 


4, Among the people who do your figure work there's 
an outstanding preference for Victors of all types for 
both electric and manual operation. The reason, Mr. 
Executive, is more right answers easier and faster! 


VICTOR ADDING MACHINE CO. 


3900 North Rockwell Street © Chicago 18, Illinois 
Manufacturers of the Norden Bombsight for the U.S. Army Air Forces 


They're PORTABLE . . . in either 10-KEY 
or FULL-KEYBOARD models! 
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ACCO STEEL 
FASTENERS 
ARE BACK AGAIN! 


Yes sir! The economy and efficiency of 
ACCO Steel Fasteners are yours once again. 
Today, when you ask for ACCO Steel Fast- 
eners your dealer will probably say—“Here 
they are!”’ 


Naturally, after these years of waiting, our 
orders for ACCO Steel Fasteners are tre- 
mendous. But we’re filling them as fast as 
we can and hope soon to be able to meet all 
demands promptly. 


Ask for genuine ACCO Steel Fasteners. 
There’s nothing quite so good for paper 
binding and everybody knows it. For easy, 
permanent or temporary binding and filing 
order ACCO Steel Fasteners from your 
dealer now. 


ACCO 


PRODUCTS, INC. 
39th Avenue and 24th Street 


Long Island City, N. Y. 
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Opens Three New Offices 

Three new branch offices have been opened by the 
Commercial Controls Corp., Rochester, New York. They 
are located at 228 State St., Albany, N. Y.; 259 Delaware 
Ave., Buffalo, N. Y., and 49 Westminster St., Providence, 
x. 3. 

The Albany office will give sales and customer service for 
all divisions of the company in the counties roundabout in 
New York State, southwestern Vermont and western Massa- 
chusetts. It will be managed by Leon J. Van Alstine, who 
has returned to Albany after serving the company in its 
war plants in Rochester. 

The Buffalo territory which includes the counties of 


L. J. Van Alstine 


H. W. Boorman L. W. Minisce 
western New York, will represent the United States Postal 
Meter, Ticketograph, and Endorsograph divisions of the com- 
pany. The office is under the supervision of Harry W. 
Boorman, who served the company as a department foreman 
during the war years when its entire facilities were converted 
to the manufacturing of carbines and fuzes for the army. 
Prior to the war, he served in the sales division. 

The new Providence office will serve Rhode Island and 
eastern Connecticut, formerly covered from the Boston 
branch office. Leo W. Minisce who has been with the com- 
pany for two years, has been named manager of this office. 
He has had over fifteen years’ experience in the sales field. 
Under his direction, sales, and customer service facilities 
will be maintained on products of all divisions of the com- 
pany. 


Internal Auditors Meet 

Personnel problems and the training of an internal 
auditing staff were discussed at the October 18th dinner 
meeting of the New York Chapter of the Institute of Inter- 
nal Auditors. 

Phillips C. Salman, Socony-Vacuum Oil Co., Inc., led the 
discussion. Other participants in the discussion were James 
W. Roberts, Western Electric Co., Inc.; Wilfrid B. Stonham, 
Tennessee Corp.; and Jacob K. Laurentz, the Brooklyn 
Union Gas Co. 

The chapter’s newly elected president, Howard Thiel, 
Metropolitan Life Insurance Co., presided over the meeting. 


Jones to Speak at Los Angeles 

Oakah L. Jones, national vice-president of the Na- 
tional Office Management Association, will address the regu- 
lar monthly meeting of the Los Angeles Chapter, which will 
be held at the Rosslyn Hotel, on Friday, November 9th. 

Mr. Jones plans to visit other West Coast and Canadian 
chapters of NOMA as part of a program to familiarize mem- 
bers with the services the association will offer during the 
coming year. 

Fletcher Swan, of Remington Rand, will also speak at the 
Los Angeles meeting. His talk will be on office procedures, 
a field in which he has had twenty years of experience. He 
was formerly connected with the Grimes Stassforth Co., and 
the Vultee Aircraft, Inc. 
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True to its name, Supergrip, has proved su- 
perior to pre-war natural rubber cements. The 
grip of this remarkable synthetic cement is not 
affected by oxygen or by long exposure to air 
or light. Supergrip marks a decided advance in 
its field. Its clear transparent film will not stain, 
harm or wrinkle paper or mount. Any excess 
can easily be rubbed off with the finger. 


Advertising men, artists, photographers, archi- 
tects, engineers, teachers, business and profes- 
sional people have found Supergrip to be ideal 
for mounting photographs, drawings, sketches, 
maps and other valuable papers. Supergrip 


pues SUC —e 


also sticks paper to wood, to metal, to glass and 
to plastics. 


Supergrip is the civilian brother of scores of 
new and highly specialized war-time cements 
developed in the laboratories of a company 
long recognized as a leader in the production 
of specialized adhesives for industrial uses. 


No matter what rubber cement you may now be 
using, try Supergrip in the 4-oz., pint, quart or 
gallon size. Available at stationery and photo 
supply stores. 


B. B. CHEMICAL COMPANY 
784 Memorial Drive Cambridge, Mass. 


4 


784 MEMORIA 
CAMBRIDGE 3 
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Extendible Steel Bars 


for the steeless 


KLERADESK by Sengbusch 


...adding greater capacity to 
your present steeless Kleradesks 


... providing greater utility from the 
new steeless Kleradesks you buy 


Flexibility that permits any number of plainly indexed 
compartments—that’s the big advantage in having a 
steeless Kleradesk with Extendible Steel Bar and plastic 
knobs. Now—more than ever— your employees appre- 
ciate the convenience of Kleradesk, in handling paper- 
work without confusion or disorder. @ Extendible Steel 
Bars—to replace wood assembly rods and porcelain 
knobs in the steeless Kleradesks you now own—are 
available from your stationer, for additional expandi- 
bility. They are also standard parts of steeless Klera- 
desks now being sold. @ Added to the utility, durability, 
and pleasing appearance of Kleradesk, this new feature 
further enhances Kleradesks’ reputation as one of the 
greatest aids to desk workers. ® Order from your 
stationer now. Write for circular. 


Sengbusch Self-Closing Inkstand Co. 


211. Sengbusch Bidg. Milwaukee 3, Wisconsin 
> 


A ———na 


<a a 2) 
Above: Large size, for models 6V, 7V, 8V 
Above: Small size, for models 3V, $ ’ ° F 
AV, or 5V. With or without knobs. 9V, 10V, 11V. With or without knobs. 


of 


Right: Intermediate bar for 
Attitioans dibility 
either size above. 


Above: One intermediate bor extends any Kleradesk one 
to five compartments more than original capacity. Sev- 
eral intermediate bars may be added, if desired. 
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TESTS PROVE PREMIUM VALUE 


When expert typists are at a premium, it pays to use premium 
products and appliances, especially carbon paper. Copying jobs 
can be completed faster with Nev-R-Kurl Carbon Paper because 
it’s easier to handle, doesn’t wrinkle or curl. More clean cut 
copies without a smudge is another big time and cost-saving fea- 
ture of Nev-R-Kurl. One test will prove Nev-R-Kurl is the pre- 
mium carbon paper to use, buy or sell. 


NEV-R-KURL Carbon Paper 


Clear Print Will not curl, tree wrinkle or Universal adaptation — same 

smudge. sheet works on standard or 

woonD Gives 35 to 50% more copies noiseless typewriters, billing 
STAMP PADS per sheet by actual tests. or bookkeeping machines. 


Clear Print Wood Stamp 
Pads last twice as long as 
the ordinary pad. Wood 
base never warps or sags, 
never becomes mussy or 
clogged with lint. Easy 
to re-ink, practically in- 
destructible. Made in 4 ; 
sizes with choice of inks in ore PRODUCTS 


5 colors, Phill S 


RocEss Co. Inc. 
192 Mitt STREET 
ROCHESTER, NY 


Samples sent when requested 
on business letterhead. 


Prasident 


Without delay we switched from building flame throwers 
(a war job of which we are proud) to making Error-No 
all-steel, quality, line-by-line copyholders. 

Filling orders will depend on obtaining raw materials. 
Orders on hand will be shipped as fast as we can get them 
out. 

In any office that has to contend with a flood of govern- 
ment forms, financial and general reports and orders, 
Error-No is a transcribing necessity. Quiet, vibrationless, 
sturdy, flexible, it increases transcribing efficiency as 
much as 40%. 


Other famous 
Hall-Welter 
products are 

Chexsigno 
(Check Signer) 
and Speedrite DIVISION OF 


ae Hall- Welter Co. 


ROCHESTER 7, N.Y. 
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NO RUBBER CEMENT 
NO WAITING 
NO GUESSWORK 


€-2 Frisket comes to you prepared with 

the adhesive already on the back. You 

l simply peel off the protective backing 
and it's ready for use. 


What a daz EZ Frisket is a 


thin, extremely 
transparent plastic film coated with 
a special frisket adhesive. 


Wow tt worke : You easily re- 


move the pa- 
per backing that protects the ad- 
hesive. You place the frisket. film 
] over your drawing or photograph. 
_ It instantly and easily adheres to 
your working surface. You then cut 

your frisket in the regular way. 


E-Z Frisket is extremely strong, cuts 

easily, makes sharp hair-lines and 
doesn’t curl at the edges. When you 
are finished you simply peel the bien 
from the copy. There’s no cement 
or residue to remove and copy re- 
mains in perfect condition. 


Where to buy tt; Yous lo- 


cal dealer 
= should stock E-Z Frisket. 
If he doesn’t — ask him about it. 


or order direct from 


ARTHUR BROWN & BRO. 
467 West 44th vest 7 


New York 18, N. Y. 


| 


CHAIR CUSHIONS 


...with SHREDDED FOAM RUBBER 


Leatherette 


No. 600: Leatherette and Fibre-X, With Border. 
Executive Type Only. Made Extra Comfortable 
with 50% Shredded Foam Rubber, 50% Cotton 
Felt. Lists at $5.00 


f— 


TWO HANDSOME 
OFFICE ACCESSORIES 
TO IMPROVE THE 
APPEARANCE OF EVERY OFFICE 


All metal, Fluorescent, 
AC, 6-foot silk cord. 
Model 75 Beautiful bronze finish. 
ASH STAND Executive type. Heavy. 


1 and col- 
Beautiful bronze fin- = yy by Under- 
ish, all metal. Glass 
writers Laboratory. 
ashtray that is sturdy, Lists at $23.00 


some addition to any 
me Office. Packed 2 in a 


carton. 
Lists at $10.80 


in a high bronze 
finish. 


Ask for illustrated catalog supple- 
ment of other lamps and accessories 


Century Associated Products Co. 


213 GREENE STREET NEW YORK 12, N. Y. 
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TRANSFER TIME 
IS NEARLY HERE! 


—make your old records readily accessible. Records 
accumulated during war-time must in many cases be 
carefully preserved for future reference. 


. The Cesco assortment of transfer binders is exten- 
= sive,—soild and sectional post types, for semi-per- 


manent and permanent filing—a wide range of grades 


and styles. Cesco binders are convenient, sturdy, 
and economical. 


The Automatic Transfer 
EQUIPMENT FOR ALL PURPOSES For Permanent Filing 


A novel principle of post construction which 
~~ ee Visible Provides a compactly bound volume perman- 
Record Books—Pen and Machine Posted Records— ently and securely sealed. When pests are 
assembled, sheets cannot be removed. Supplied 
to fit any sheet or punching. Various styles— 
Send samples of sheets to be transferred for prices 


Economical. 


Catalog Covers, Ring Books, Prong Binders, etc. 


open back, closed back, etc. 
end cugpestiens! Dummy and literature on request. 


The C-€- SHEPPARD CO. 


ae 44-07 21st Streef,- LONG ISLAND CITY, N.Y¥+« a 


ill 
AT 


Peacetime Prectsiton, too 


The same fine machine techniques which 
qualified AUTOMATIC for ammunition 
manufacture . . . will soon be utilized in 
full swing again in the Peacetime Produc- 
tion of Sharpeners. 

There are now no restrictions regarding 
the manufacture of pencil sharpeners. As 
rapidly as availability of labor and mate- 
rials permits, production will increase. 
For the time being only Dexters and Giants 
are available. Your generous cooperation 


in awaiting “full line” production is most 
appreciated. 


ie age ec - fiat : i P il iy 
Ee —_ A Division of Pond Shen Mfg. nae 


58 E. Washington St., Chicago’ 2 
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MADE IN 
FIVE DEGREES 


A REAL Quality 5¢ PENCIL 


See a ae “Gedar-King @ netLeaes LENS: oe "223 N22 SP 
NATIONAL'S » 2. 
hytint.. e e THIN LEAD 


a NATIONALS: “"WFuse~Sex” Skytint CW usa 500 reo 


FUSE-TEX PROCESSED LEADS > BEAUTIFULLY PACKAGED 


a ergy me 


@ Free Sample SHELBYVILLE, TENN. 


Sent Upon Request NEW YORK 220 FIFTH AVENUE 


NATIONAL PENCIL CO. 


i. 


“* | 


Tip Brown 


é fficiency is of paramount importance in expediting 
the flow of business. Triumph Self-Inking Band Daters 


are designed for utmost efficiency . . . the printing sur- . 


face is inked automatically in the one motion used for _ 


stamping. Waste effort is cut down . . . marking 


processes are speeded. Triumph Self-Inking Band —, 


Daters give you MORE for your money! 


The war isn’t over until our 
last Mother’s Son is safe from 
harm. 


BUY VICTORY BONDS 


Self-Inking Band 


A snap of the wrist does 
the complete marking job. 
Unexcelled quality and stur- 
diness are built into this 
efficient time-saver. 
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Walden Roberts Enon 


"FOR OFFICE, DRAFTING ROOM, SCHOOL, HOME 
_ + THE STANDARD FOR QUALITY > 


CORALINE 310 
Weldon Rotel 


Made in Newark, USA 
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WELDON ROBERTS RUBBER COMPANY 
Newark 7, New Jersey 
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LABELS 


109 WEST [9TH ST., NEW YORK, N. Y. 


x PIN TIC. 


FOLDER ROLL LABELS AND INDESTRUCTO TAGS 


SOLD BY LEADING STATIONERS 


the J LMAY COMPANY 
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Come to the aid of 
“office eyes” is the first duty of 
Barkley Tabs . . . crystal clear 
colors, smooth contour plastic 
surfaces. It’s a job that’s en- 
thusiastically taken on and ad- 
mirably executed. With such a 
performance record in busincss 
circles, it’s not surprising that 
Barkley Tabs stand so high in 
office managers’ favor. So... 
if you haven’t yet learned the 
full story of this unique index 
tab, make it your business to VERTICAL 
check these features—MAGNI- FILE FOLDERS 
FIED VISIBILITY, ANGLE 
VISION POSITION and SPACE 
SAVING. You too can share 
in the satisfaction and profit 
that comes from using the kind 
of filing supplies that makes 
good filing better. 


VERTICAL 
FILE GUIDES 


DIXON TICONDEROGA 1386 N22 


MACEIN 
USA 
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THE PENCIL THAT 
TAKES YOU IN HAND 


Ticonde roga’s job 
isto a ate Wig ey 


at ieee th ge vst 

se es Hough 5 ar 

rapid strokes. No pencil- 
pushin no tension. 
a efFicient worker 
our rig cé staff! 

fo ae for if Ws handsore 
aren plastic ferrule 


th double yellow bands 
Put it in Pencil with 


TICONDEROGA 


Joseph Dixon Crucible Co., Dept. 54), JeorseyCity3,N.J. 
Canadian Plant: Dixon PencilCo.,Ltd.,N rket, Ont. 
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QUOTAS 
GOING 
UP! 


Increased production, combined with 
somewhat decreased Army and Navy require- 
ments, makes it possible for us to work toward 
increased quantities of Esterbrook Fountain 
Pens for civilian distribution. 


The situation has not yet improved to the 
point where our quota system can be 
abandoned. But you can look forward to 
substantially larger allotments. 


THE ESTERBROOK PEN COMPANY 


Cc Repr ives: 
The Brown Brothers, Ltd., Toronto 


1550 


3) POINTS 


Estentrook 


RENEW-POINT FOUNTAIN PEN 
November, 1945 
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IT'S A SNAP ... WITH WATTS’ SNAP-APART FORMS 


Ready Ne 


NEW, REVISED 
WW=2. WITHHOLDING RECEIPTS* 


Government Approved, Snap-apart Style 


Get ready now. Tax filing time will soon be here. Employers save 
time and avoid last minute confusion by filling in employee's 
name, address and Social Security number now. Remember, too 
—the law requires W-2 forms be furnished every worker within 
30 days after he leaves his place of employment. That means 
you'll need to have these forms on hand at all times. Order your 
1945 supply now. 


4 SPECIAL FEATURES THAT HELP 
SAVE TIME—REDUCE ERRORS 


1. Your name, address and 
$.S. Identification No. im- 
printed on all copies. 


‘2. Interleaved carbon quick- 

ly snapped out with detach- 
able stub. No finger-smudg- 
ing, time-consuming carbon 
to insert and remove. 


3. Fourth copy provided for 
your records; fifth copy for 
state or city returns avail- 
able if required. 


4. Individual sets or in strips 
of four sets to the sheet, per- 
forated for easy separation. 


PARTIAL PRICE LIST ——— 


Watts’ Snap-Apart Forms More Tha rite 

Pay For Teonnshes in Time ‘Saved. Write for . 
oo Por M Complete Price 

100 SETS 10.70 1000 SETS @ 25.50 List and Samples 


300 SETS 15.50 3000 SETS @ 20.50 
600 SETS 20.55 5000SETS @ 19.00 
800 SETS 23.25 10,000 SETS @ 16.85 

Larger quantities—lower prices 


ALFRED ALLEN WATTS COMPANY, INC. 


216 William Street, New York 7, N. Y. 
MANUFACTURERS SNAP-APART AND CONTINUOUS CARBON 
INTERLEAVED BUSINESS FORMS... . . ESTABLISHED 1897 


*®Both this revised W-2 form and the one it replaces will be accepted by 
the Government for all purposes for the year 1945. 


AND EQUIPMENT 
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For home, office, workshop, too— 
Carter’s sales mean cash for you 


by the jingle of thekitten be the 
jingle of cash profit for you! 
Take a tip—stock Carter’s quick- 
selling items. Their popularity 
over a period of years is your 
assurance of big volume, fast 
turnover. 


“THE CARTER’S INK COMPANY 


ee Rs Boston, Massachusetts 


Ss 


we 


e Executive Time—Cut Clerical Costs 


Use HANDIFAX Color Signaling, Visible Indexing, Visible Tabulat 
The Handifax Visible Record 


av 


Card lends itself to all types of Join cards 
records, makes your present rec- [ == together, 

ord serve you better at very | == aa file in letter, 

low cost. If you want to see a folders, or — 
what we can do for you, send on card o 


sheet backs 
insteel “>> 
files. 


us forms you are now using. We 
draw up forms on Handifax 
Cards without cost or obligation 
“and submit to you for your con- / 
sideration. 
10 Years National Use— 
Write for Catalog 


Ross-Gould Co. 
311 No. Tenth St., St. Louis 1, Mo. 


Handifax Ring-Binders 
for 100 to 500 cards. 


aa. 
Instant Reference File Saves Time—2000 to Saves Clerical Time—20,000 card. 
Pull Out—See—Push Back 6000 conveniently at hand. for quick reference or posting. 


HANDIFAX Visthle Rerardc ee St Lanic 
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QUALITY FOREMOST ALWAYS 
—Backed by staff of 18 years of 
experience in the making of rubber 


bands. 


Write on Company sta- 
tionery for liberal samples 


PENCER RUBBER F PRODUCTS COMPANY 
<ManigfaiTircrs Rebhee Bandi 


on gs 


ERO INOey 
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To save time and avoid costly 
errors in hourly pay-rate figuring, keep 
the new Boyse Time Dial always handy. 


It speedily and accurately translates re- 

cordings on time tickets and clock cards into actual hours and fractions of hours worked. One 
dial setting does it all—no guessing or scratch-pad work. At the low price of only $1.35 each 
you can afford to supply every timekeeper, cost man, and payroll clerk in your offices or plant 
with a Boyse Time Dial. Big returns in speed and accuracy on small investment. Sturdily made 
of satin finished aluminum, with black anodized figures that will not wear off. 4" in diameter— 
easily carried in the pocket for on-the-spot calculations. Your office equipment dealer has 
the Boyse Time Dial. 


R. E. BOYSE, 1417 BLISS STREET, SAGINAW, MICHIGAN 
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KIL-KLATTER absorbs sound and typing 
shock. Made of famous OZITE All-Hair Felt with 
treated top to prevent machine legs from dig- 
ging in, and non-skid bottom 
for extra safety. Size 11 x 13 in. 
fits all typewriters and many 
other office machines. 

AT YOUR 
AMERICAN HAIR & FELTCOMPANY | STATIONER’S 


Merchandise Mart + Chicago 54, lil. a Se 


DEALER 


IT’S TIME TO CHANGE 


your index, too, if it is not providing the 
facts you need. Whether your business 
requires geographical indexing as shown 
above, alphabetical, numerical, chrono- 
logical, or subject indexing, your Wabash 
Dealer can help you. 
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IMPROVED VISIFLEX 
SHEET PROTECTORS 


Protection for your catalog 
and manual pages 


Visiflex Sheet Protectors are the ideal means to 
keep sales presentations, sales manuals, catalog 
pages, or any loose leaf book from soil or damage. 
Their clear transparency gives you perfect visibility 
—perfect protection. 


These fire-proof AICO Sheet Protectors have been 
additionally strengthened at the binding edges, 


assuring long, satisfactory wear. They are more 


flexible, and do not bulk up in the book. 


AICO VISIFLEX 
Sheet Protectors 


are easy to insert, and 
the triple strength at 
the binding edge as- 
sures added durability. 


AICO-GRIP TABBING 
LOOSE LEAF INDEXES 
DESK PADS 

CELLULOSE SPECIALTIES 
PROTECTIVE HOLDERS 


503 S. JEFFERSON ST., CHICAGO 7, ILL. 
WORLD'S LEADING MANUFACTURERS OF INDEXES AND INDEX TABBING 
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After working nearly three years largely 
for the U.S. Army and Navy, we are now 
making quantity deliveries to the station- 
ery trade— prewar quality, prewar gleam- 
ing nickel finish, and the same prewar 
BERNARD dependability. 


loose Leaf Vacuum Punch No. 2600 
Standard Dies—1/8”, 3/16”, 1/4”. 
Light, strong, stationary stripper 
spring, duplex control stops, nickel 
plated and polished, reach 1 1/16”. 


Staple Remover No. 150 


Works like a charm, 
without damaging paper. 
Fits all sizes of staples. 


Ss 


plated and polished. 


La | 
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pring action, nickel 


“Triumph” Official Eyelet Punch 

No. 150 A precision-built tool. 

Twin spring action. Parallel 

jaws. Compound leverage. 

Adjustable gauge. Opens 

and strips quickly. Nickel 
plated and polished. 


These are only three of the many famous BERNARD 
stationery tools. Send for complete catalogue which gives 
all numbers, all details. Use coupon below. 


W* SCHOLLHORN COMPANY 
“Quality Tools Since 1870” 


eS ee ee 


Wm. Schollhorn Company, | 
3011 Chapel St., New Haven 9, Conn. l 

Sirs: Please send me your catalogue of stationery tools. | 
I 
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POSTURE 
CHA/IRS 


You'll find all you are looking for 
in Comfort — Durability — with to- 
day’s smart Style in Sturgis improve- 
ments! 


STURGIS POSTURE CHAIRS AGAIN 
AVAILABLE—SEE THEM AT YOUR 
DEALER’S 


Seats of deep rubberized curled hair, backs of soft curled 
hair padding. Seats and backs covered with genuine or 
simulated leather, in a choice of contrasting colors. Strong 
steel construction. Beautiful permanent baked-on enamel 
finish in 5 colors. 


Sturgis Model 876MA 
Stenographer’s Posture Chair 


MAKE SURE! SEE YOUR DEALER 


FOR STURGIS CHAIRS TODAY. 


ae .... this name is growing 
THE STURGIS POSTURE CHAIR CO. 


413 MAGNOLIA AVENUE STURGIS, MICHIGAN 


CARDINELL CORPORATION MONTCLAIR, NEW JERSEY 


- -_ 
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“Press-to-Stik" Labels 

The J. L. May Co., 111 West 19th St., New York, is 
introducing Maco “Press-to-Stik” labels, which require no 
moistening, as they adhere on pressure. The company rec- 
ommends their use on materials having a clean, dry, smooth 
surface, such as plastics, glass, and metal. They are affixed 
quickly, and may be removed from an article without 
marring its surface. 

These labels, plain or printed, come in rolls, perforated 
strips, straight or die cut in various shapes and sizes. They 
are stocked in white with printed blue borders in rolls of 
1000, five rolls to the box. 


Miller-Bryant-Pierce Promotion 
Miller-Bryant Pierce Co., Aurora, Ill., manufacturers 
of carbonized paper, have announced the appointment of A. 
Z. Grace as assistant sales manager. Mr. Grace will make his 
headquarters in Aurora. 
He was formerly branch manager of the company’s Pitts- 
burgh office. 


Informative Meeting 

Discussions on and demonstrations of various office 
machines at the November 12th meeting of the Transcription 
Supervisor’s Association of New York made the evening a 
very valuable one. After dinner at the Sheraton Hotel, the 
group gathered in the office of the American Home Products 
Corp., 22 East 40th St., New York where members demon- 
strated on the machines. 

Miss Mary D. Swift, Dictaphone Corp., and Mrs. Agnes 
Healy Marcel, Thomas A. Edison, Inc., demonstrated the 
latest model voice machine that has an electronic attach- 
ment which records not only dictation but duo-telephone 
conversations and conversations over the desk. 

Mrs. Miriam Coburn, American Home Products Corp., 
presided over the demonstration of the I1B.M. Electronic 
typewriter. Miss Marie Sottilare operated the machine. Mrs. 
Kathryn Cope Spencer, Ralph C. Coxhead Corp., demon- 
strated the various applications of the Vari-Typer. Miss 
Carolyn Conlan, Cadwalader, Wickersham & Taft, explained 
the various uses of the Mimeograph, while Miss Winefred 
McManus operated it. 

The incentive plans in operation at the General Electric 
Co., was discussed by Trusselle Harvey of the company. 


Better Employee Relations Discussed 

R. L. Mason, manager of the employee relations de- 
partment, Standard Oil Co. of N. J., was the guest speaker at 
the October 8th meeting of the Filing Association of New 
York, held at the Hotel New Yorker. Mr. Mason told those 
present about the employee relations program which his 
company has followed for the past forty years. 

As important factors in his company’s program, he listed 
stabilization of employment, setting up of a pension plan, 
and the encouragement of thrift. Employee attitude polls 
have helped Standard Oil to evaluate the results of the pro- 
gram. 

Mr. Mason feels that recent developments in the em- 
ployee relations field have worked for better understanding 
between management and labor, but that the supervisors 
have lost out somewhere along the line. Therefore, he said, 
his company is planning to conduct a supervisory attitude 
poll to discover the feelings and determine the needs of this 
group. 

The next meeting of the association will be held on Mon- 
day, November 12th, at the Hotel New Yorker. Dr. Henrietta 
M. Larsen, associate professor of business history, Harvard 
University Graduate School of Business Administration 
will speak on business history, and the value of different 
kinds of business records to research in the history of 
business. 


November, 1945 
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finest checking and 
marking crayon made! 


"WASHABLE SILK CRAYON Wo.295 H} 


MADE IN us ae _STAON AL aw 


sort <7. 


No.7 


oe  STADNAL FF 


e4_ STAONALED 


= waemets STAONAL No3 
WATERPROOF 


SPECIAL CRAYONS FOR EVERY USE 
AND EVERY KIND OF SURFACE 


There is a Staonal for marking Boxes, Crates, Bundles, Paper 
Parcels, Shipping Tags; for China, Glass, Cellulose, Plastics, Tin, 
Metal, Textiles, Leather, Wet and Dry Lumber, Rubber, Paper; 
Oily, Wet or Dry Surfaces; for use in Bowling Alleys. 


All are free from grit, waterproof and permanent, or washable, 
as required. Made in a wide variety of types, shapes and colors 
for every imaginable marking purpose. Packed one dozen sticks 
in a box, one gross in a container. 


Extensively used today in SHIPPING ROOMS, TANK PLANTS, 
RAILWAY SHOPS, MACHINE SHOPS, BOMBER PLANTS, 
SHIPYARDS, FACTORIES, LUMBER YARDS. 


No. 42 is the outstanding crayon among shipbuilders for a wide 
variety of uses. Size 5% x % in. 


Gold Medal Products aq J Lead on Merit 


CBuy 


BINNEY & SMITH CO. 


41 East 42nd Street 
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3 * 
MADEIN 
SUSA. 


New York 17, N. Y. 


GETA 
GLIDER! 


TICONDEROGA — 
the pencil with the 


smooth £as4,q gliding 
action! IGlides through 
your day likea 
si Note its fine 
NEW RUBBER eraser 
Look for - handsome 
green Fic ferrule 
Sithit its double 
uellow bands 


Put it in Pencil with 


TICONDEROGA 


Canadian Plant: Dixon PencilCo.,Ltd.,N rket. Ont. 


Joseph Dixon Crucible Co., Dept. 54), JerseyCity3,N.J. 
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Cram’s 20th Century 
MAP OF THE UNITED STATES 


© SIZE—68" x 48" 

® LARGE SCALE 

® FINELY DETAILED 

® STATES SHOWN IN DIF- 
FERENT COLORS 


AN IDEAL REFERENCE MAP 
FOR POST-WAR SALES PLANNING 


Every office should have a modern, up-to-date, large scale map of 
the United States. Here is such a map—a map with a wealth of 
detail and useful information, beautifully colored. This map will 
prove indispensable for general reference and especially in working 
out post-war sales and territorial plans. 


MOUNTINGS AVAILABLE: 


Heavy paper, with taped edges and 
ee NS 0 dao a:0'o- 0 6.0-0o- 00 0sies Snes ews $5.00 


Cloth-backed wall form, with split 


® SHOWS ALL TOWNS OF 
500 POPULATION AND 
. OVER, COUNTIES, R.R.'s 
® ALL TOWNS OF 6,500 
AND OVER ARE INDEXED 


ee er ar 9.00 
ee ae ~ 17.00 
Tackboard, with taped edges... . 2.0... 2cscccccscces 17.00 
i TCT TTS Re ere 25.00 


See your local office supply dealer or order direct 


The George F. Cram Company, Inc. 


740 E. Washington Street Indianapolis 7, Ind. 


FINGER-TIP FACT CONTROL 


Instant access to needed data instead of a frenzied attempt 
to “dig out’ rush information becomes easily possible with 
Cook's Steel File Signals. Attached to card and ledger 
records of Stock, Production, Purchasing, etc., they group 
important facts under readily usable headings. Accurate 
reports can then be made out quickly by minor \ 
clerks—expediting a department's work and N 
saving the valuable time of key men. me © 
Card of samples on request. Aw \ 
UM 
COOK'S Wy \ 


STAINLESS STEEL f Ry tp 
FILE SIGNALS = WZ 


‘ 

fy ji 

Mj, [Vl ',, A, 
: VI / yj), 


~ 
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Standardization 


(From page 52) 


order plan was devised to care for emergency requirements 
between regular periods. 


Tags and labels are just as easy to work out. For tags the 
American Standard series of tag stocks and sizes suffices for 
all normal needs. 


Office forms, both those of a general nature (applicable 
to two or more departments) and those of a departmental 
nature (used in or useful to only one department) are of 
sufficient importance to warrant special attention inde- 
pendent of other items of office supplies. 

A supervisor of form standards should be responsible for 
setting up general standardization, for design, suitable speci- 
fications, and sample files, and necessary information rela- 
tive to general forms. He should also study departmental 
forms, primarily to determine whether their design and 
physical specifications are in accordance with the standards 
established by the committee and published in a form- 
designed manual. As a by-product of such a study he should 
call attention to the possibility of simplification and im- 
proved utility, and suggest combinations or elimination of 
forms for such action as is considered desirable, or appro- 
priate by the individual department affected. He should 
also recommend general forms to replace individual depart- 
mental forms which have a common use or similar char- 
acteristics. 


Standards for office processes 


Since up to the present most of our discussion has been 
about concrete, physical things we should mention an office 
process or responsibility which is frequently neglected— 
that of maintenance standards. 

Maintenance of furniture pays dividends just as does any 
good housekeeping. Desks kept cleaned and polished and 
chairs kept cleaned, polished, and with irons and casters 
oiled, have longer life and result in better morale, neater 
and more accurate work. Leather upholstery lasts indefi- 
nitely if kept clean and properly dressed. Standard meth- 
ods and schedules are necessary to insure that work is done 
and properly done when necessary. 

Office machines regularly cleaned and adjusted produce 
better work and have longer life. There are several meth- 
ods of arranging this service. Manufacturers provide con- 
tract service to inspect, clean, and repair at regular inter- 
vals. Usually, intermediate calls to adjust troubles are free 
under such contracts. This service pays definitely on ma- 
chines operated constantly or on costly or intricate items 
requiring expert adjustments. Lighter, simpler, or less fre- 
quently used equipment can be maintained economically 
on a service call basis, paid for on a time and material 
agreement. One concern found that it paid to contract for 
period service on dictation transcription machines but to 
use the time and material agreement on the dictating ma- 
chines. The former were in use seven or eight hours per 
day; the latter a much shorter period. 

No standardization discussion could be complete with- 
out considering the office reproduction processes and their 
proper application previously mentioned. This is a very 
lengthy field to cover in detail in the time we have. Let’s 
just outline quickly the factors involved in such standard- 
ization. First, consider the kinds of processes—that is, typ- 
ing, hectographing, stencil duplication, offset printing (Mul- 
tilith, etc.), blue printing, black and white printing, Van 
Dyke printing, photostating. Determine which of these are 
used. Second, prepare a tabulated cost per copy for each 
process based on units of copy produced such as 1, 5, 10, 25, 


(Turn to page 88) 
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[WHEN YOU NEED TYPEWRITER | 
‘OR BOXED PAPERS—JUST SAY 


WwW LA 


EAGLEA 


Business papers 


a — high | 7 
sc BZ guality ina 
"w= complete range of J 


grades and items for 
every business office use 


“The COMPLETE Line — 


BONDS ONION SKINS 


MIMEOGRAPH MANIFOLD 
PRINTED"COPY” MANUSCRIPT COVERS 
BRIEF FOLDERS 
PLAIN AND LEGAL RULED 


ON SALE AT LEADING STATIONERS 


EAGLE-A 


io wp ‘ for. Pare : $5 : ; 
_ AMERICAN WRITING PAPER CORPORATION — 
|. HOLYOKE, MASSACHUSETTS: 


[Sacle in ? roduction 


Once again we're making steel 
file cabinets. Because our 
production volume is limited by 

reconversion difficulties we 

are allocating “Andy units of steel” 
to Anderson-Hickey dealers. 

Your patience in this transition 

period is most appreciated. 


pyverson-Hicxey Co 


. tm. a 
GENEVA 
ILLINOIS 


“ Andy unils of steel 


PULL FASTENERS 
BEAT THE « BAND 


ANY PLACE A BAND |S NEEDED 
A PULL FASTENER’ CAN BE USED. 


Pull Fasteners don’t slip, dry out, stretch or 
break. Durable as the documents, papers, 
checks and similar items they neatly and 
firmly tie together. Easy to use. Pull either 
end to tighten. Prevents loss and separation. 
Sizes, 6" to 54”. Sold in packages of 100. 


/ hebegel wrc.co 


277 NO. GOODMAN ST., ROCHESTER 7, N. Y. 
SCHLEGEL CO., CANADA LTD., TORONTO, ONT., CANADA 
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Fal Une BOOK RACK 


FOR OFFICE, 
HOME, HOSPITAL 


Retails 
$3.00 


HOLDS: 


TELEPHONE BOOKS 
STENO BOOKS 
READING BOOK 
TABULATING SHEETS 
~ ADDRESSING LISTS 
DICTIONARIES 


DISPLAYS: 


SHEET MUSIC 
ARTISTS-DESIGNERS 


SIZES: 
TY." x 12" 
10" x 13" 


Special sizes to order. Folds 
flat when not in use. 
PEP PRODUCTS CO. 


1776 Broadway 
New York 19, N. Y. 
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~$OLID BRONZE 


HONOR ROLLS 
AND 
WAR MEMORIALS 


Honor your war heroes in handsome, imperishable Interna- 
tional Solid Bronze —now released by W.P.B. 


Many appropriate stock designs available for Honor Rolls and 
War Memorial Plaques, as well as all other business uses. 
Special designs and estimates gladly submitted without charge 
or obligation. Superb workmanship, painstaking hand finish- 
ing, modest prices. Unconditional money-back guarantee. 


Write for Free Illustrated Catalogue D. 


INTERNATIONAL BRONZE TABLET COMPANY, INC. 
36 East 22nd Street, New York 10, N. Y. 


iF 0s 


pare 


* 

| 
Grif 
GRIPPIT is accepted and used as the 
standard Non-Inflammable Paper Cement 
by great industrial firms who buy only after 
thorough tests in their own laboratories. 
Non-Wrinkling, Detachable. Excess rubs 
off. Needed on every desk and drawing, 
board. 


Companion products needed in every 
office. ROLTONIC cleans and gently 
naps the rubber platens of all business 
machines. New gripping surface 
carries file folders, envelopes, etc., 
through, holds them straight. 
TYPTONIC actually flushes away ink, 
eraser dust, office grime from metal 
and rubber type, then disappears 
entirely. 

Both ROLTONIC ond TYPTONIC ore Nun taftermratic No 
made to the same high quality as Poisonous, Harmless to 
GRIPPIT. skin and clothing. 


SECTIONAL CARD CABINETS 


Substantially constructed of properly seasoned lumber 
in the right thickness. 


Attractively finished in Oak or Green. 


Furnished in 3x5, 4x6, and 5x8 sizes in one or two- 
drawer widths. 
Prompt deliveries. Order today. 


Imperial 


a ee ee a ss. 4 & 


AND PRICES 


WRITE FOR SAMPLES 
HARRIMAN - WELTS, INC. 


SIMPLIFY CALCULATION OF THE NEW RATES 
BY USING THE NEW EDITION OF THE : 
DELBRIDGE SIMPLIFIED WITHHOLDING TAX CHART 


OT an advertising novelty—Not a "free" chart. It Is expertly 

designed to enable the average office employee to prepare your 
deductions quickly and accurately. Eliminates costly errors and 
delays in your payroll department. Shows all the required figures 
and is guara to comply with all the provisions of the new 
income tax law. 


AUTOMATIC — COMPACT — EFFICIENT 


Published in four editions for Weekly, Bi-weekly, Semi-monthly 
and Monthly Payrolls. 


$2.50 Each At Your Dealers 


DELBRIDGE CALCULATING SYSTEMS, INC. 
2502-10 Sutton Ave. St. Louis 17, Mo. 


403 RIVER ST. - HAVERHILL, MASS 
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Now Record-Keeping is an Easier Task 
—thanks to the COMPARE-A-DAY 
Six Year Record Book 


It's just around the corner —the first of the year, 
when many businesses and individuals will be looking 
for new and better record-keeping systems. Here is a 
book in which all types of records can be kept in a 
daily, monthly and yearly sequence for six consecutive 
1 years! Also contains many tables — making it a valu- 
able reference as well as record book. 
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Compare-A-Day can be adapted to any business or 
profession. Individuals will find it simplifies record 
keeping. Sold by leading stationers throughout U.S. 
and Canada. Price $2.50 . . . less than 42¢ a year! 


Write now for additional information about this 
amazing record book. Start the New Year right! 


Eureka Specialty Printing Co. 
Stationery Division 
11 W. 42nd St., New York 18, N. Y. 
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THE Liaisde// 
NICK AND PULL 
—151-T SERIES 

MARKING CRAYON 


qo 


2 
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The favorite with office workers 
and artists. Ideal for charts, signs 
R and general checking purposes. 
< Its quality lead is the product of 
’ To Sharpen — |‘ ore than half a century experi- 

NICK with string encein pencil making. Available in 
eae. cate twenty-two colors. Be sure to stock 
Blaisdell Nick and Pull#151-T Series. 
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Llaisdelf PENCIL COMPANY, EST. 1893 — PHILADELPHIA 44, PA 
November, 1945 


M.. 
FULTON 


CAN QUALITY BE ASSURED? 
Yes ... by insisting on 


Name Brands! 


All-Weather Stamp Pads and Inks 
Dri-Kwik Stamp Pads and Inks 
Fulton and Service Daters 


Fulton Business Outfits 


si sls SPECIALTY C0. 


200 Fifth Avenue New York 10, N. Y. 
Factory at Elizabeth 1, New Jersev 


he old trusted faind 


BRAND 


IERASER and CLEANER 
THE ORIGINAL AND STANDARD 


1. “ARTGUM” is a surface cleaner with a light touch. 

2. “ARTGUM” is friable—has no deteriorating content. 

3. “ARTGUM” contains no grit. 

4. “ARTGUM” doesn’t abrade the surface of paper. 

5. “ARTGUM” doesn’t smudge. 

6. “ARTGUM” doesn’t dim ink lines or delicate im- 
printing. 


Insist on the original and standard 


a 


THE ROSENTHAL CO. ‘ 


45 EAST 17th STREET, NEW YORK 3, N. Y. 
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NEVER al BIG 
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KC ARYOS 
{esse 


Perfect Hektograph Combination 
HEYER Quality HEKTOGRAPH Supplies are 
achieving outstanding results. Highly concen- 
trated INK—Ultra sharp CARBON PAPER—In- 
tense copying lead PENCILS—Long wearing 
RIBBONS, all go to make a perfect combination 
for finer copies. 


Heyer Quality 


SATISFIES 


THE HEYER CORPORATION 


Quality Duplicators and Supplies Since 1903 
901-11 WEST JACKSON BLVD., CHICAGO, ILL. 


LEATHER DIARIES 
Immediate Delivery 


Wright's handsome diaries make the recording of events and memories 
a real pleasure. These genuine leather diaries are available in assorted 
grains and colors with hand-turned edges and padded cover. Special 
sections are provided for "Memos," “Events and Dates," “Birthdays 
and Anniversaries," Birthstones and Flowers" and “Addresses.” Diary 
size is 6" x 4/2" x 1". Packed in individual gift boxes. 


I NN oy xo ie wo Sickie seacmbied da uncle $2.50 ea. 
en TE gs co cclad panies 26:5 sigh awtdavnd ee $2.50 ea. 


Other Available Items for Immediate Shipment 


ee ne. $.50 ea. 
SC Ue ee eg $.25 ea. 
eo oan ci ck ee deka ose seo $.25 ea. 
eee — ONO UND GOMID. oon. nc. ovccsesccessvecsseced $.30 ea. 


Minimum order 3 dozen to carton on above four items 


WRIGHT LEATHER SPECIALTY CO. 
2829 Brentwood Bivd. St. Louis 17, Mo. 
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Standardization 


(From page 84) 


50, 75, 100, 250, 500, 1,000, etc. These costs should be 
calculated carefully for the particular business and its 
locality and working conditions. Publish this table and 
distribute it to all interested units for their immediate 
reference. Finally, reach an agreement as to the standards 
of quality required for various kinds of reports and other 
reproductions and publish this parallel to the table of costs, 
This is important—without such agreement individual judg- 
ment results in using a too costly, or an inferior, process 
for the purpose. 

Other office process factors for standardization include 
provisions for correspondence, mailing, etc. These, of course, 
are usually peculiar to the particular business involved but 
are susceptible to general standards to a far greater degree 
than commonly considered. 


Standards for procedures 

It may be that we are now talking about office or busi- 
ness methods when we mention procedures, but these, too, 
can be standardized to advantage, particularly when the 
company involved has more than one area of operation. 

In a company which has a strong standards program, 
office methods, that is, operating routines, are established 
by the methods staffs of each operating department. Co- 
ordination, as necessary, is effected by agreement between 
departments involved. Generally, each operating depart- 
ment has a headquarters staff and each of the methods units 
is a part of an operating department staff. In some cases, 
branches of these staff organizations are located at remote 
points. Under either forms of control, routines involving 
local organizations are published and distributed to every 
unit of the company, but only after agreement that the 
procedures are satisfactory. 

Each operating department has its own series of instruc- 
tions. General staff organizations, such as those of the 
controller, treasurer, and personnel director, issue “direc- 
tions” which are mandatory for other organizations when- 
ever necessary to carry out the policies and functions for 
which the executive staff officers are responsible. These 
directions are generally republished, with the addition of 
necessary and appropriate detail, as departmental instruc- 
tions. 

This method of attack has been reasonably successful 
over a period of years, although it has been noted that 
there is a need for greater co-ordination between depart- 
ments, for more standardization of the same or similar 
practices in different departments, and for eliminating dupli- 
cate effort on studies of office procedures and equipment 

Procedures so standardized could include Employment, 
Personnel Recording, and Analysis, Billing, Vouchering, 
Receiving, Shipping, Stock Recording, Cost and Accounting, 
Financial. 


Forms of Standards Organization 

Standardization work must be regarded as a permanent 
factor of operation. It will avail little to make a grandstand 
attack, go through all practices and items required, set wp 
standards, and then sit back and glow with pride. Standards 
so treated are not standards; they are merely records d 
what is being done. True standards must be studied all the 
time. Hence a permanent organization is the first requisite 
for a standards program. The size and form of organization 
can be varied to suit the complexity or size of business. b 
a certain small organization an adequate program is being 
carried on by one man. He is a young man, full of insati 
able curiosity—forever asking “why.” The business is nd 


large, nor is it complex. It is possible for him to study @ 
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Heavy Duty Bag for Mail, Secu- 
rities and General Messenger Use 


W. C. LEUTE 


COMMERCIAL LEATHER GOODS 


54 DEY STREET NEW YORK 7, N. Y. 
Canvas & Leather All Leather Mail- 
Mailbag $215 bag {214 
Price Price 
| $10.00 13x10........ $15.00 
ee a ae 17.50 
Pee i a: | a 20.00 
ree 1520 Deis........ 22.50 
ere R750 62ia6......4.<. 26.00 
ee a: eee 29.50 FOR CORRECTING 


#215 


also make messenger wallets, money bags, brief cases, 
zipper cases, accountants’ cases and salesmen’s sample 


cases. 


We invite your inquiries. 


Duplicator Originals 


Rush FysRorass Erasers are perfect for 
correcting fluid duplicator originals. A 
feather touch does the trick. Saves time, 
labor and expensive duplicator materials. 


MOON ME sevscdacsncceu price $19.50 ; : ‘ 

- REA “ 9150 Fine for ink and typing, too. Erases any 
eee eee “ 23.00 ink from any surface—even metal and 
err “ 25.00 glass. Satisfaction guaranteed or money 
Me Sacpaesumeces “ 27.00 refunded. At your stationer’s, or order 
ska Sarde lec esio “« 29.50 $224 Sues. 
OE, usiiessacneonn “ 32.50 Special Sizes Made to Order 

. . RUSH ERASER ......WW...... 50c 
The above are subject to a 20% Federal excise tax. We Datences es See 


THE ERASER COMPANY 


259 W. Water St., Syracuse 2, N. Y. 


Xmas Gift Wrapping—Ribbons—Seals—Tags 


Clearance! 


%700 Ibs. 7 inch x Vs in Goodrich Red Rubber Bands. 


%1500 Boxes classic airmail. 
36 printed envelopes 


shts. 


ly ly 


S 


6V4x9Vs. like the WORLD FAMOUS KOH-INOOR 


KOH-I-NOOR PRODUCTS have long been f 


HYMAN & SONS 


PAPER MERCHANTS 


102 Prince St., New York 12, N. Y. 
46th YEAR OF DEPENDABLE SERVICE 


KOH 
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Curmanco Letter Rack 
FOR EFFICIENCY 

Saves Time, Clears Your Desk for Action 
Handles, Sorts, Classifies and Distributes 
the Papers of Your Daily Work. It re- 
lieves you from shuffling and re-shuffling 
papers many times every day. It pro- 
vides a place for every paper, with each 
paper in its place. They are needed on 
every desk. Sold on a money back guar- 
antee. Order on approval—today. 


Check size and quantity desired 


{ PY TTeTT TT ) Letter on in. wide soe} F.O.B. 
660 6006068 Three Tray Size 
Pin order to letter and MAIL TODAY Factory 


CURRIER MANUFACTURING COMPANY 


2448 Larpenteur Ave. St. Paul 8, Minn. 


ARCO RUBBER BANDS 


BACK AGAIN! 


ALL SIZES NOW AVAILABLE 
IN UNLIMITED QUANTITIES 
IMMEDIATE DELIVERIES 


Any type band made to your 
specifications. Write today for 
samples and lowest prices. 


ALLIANCE RUBBER (0. 


P. O. Box 869T Alliance, Ohio 
W orld’s lurgest manufacturer of rubber bands, exclusively 


SCRAP BOOKS 


@ Fabrekoid Covers in black 
only 


@ Screw Post Metal Binders 
@ Six different sizes 


900... . 10/2 x8 #03....15'/_ x 12% 
#l....11 x %, #84....16/, 2 13% 
#82....13'/2 x I #85....23 x 18% 


Prices on Request 


MAJESTIC LOOSE LEAF INC. 
122 Spring Street New York 12, N. Y. 


ae 


a ‘ 


nee ote gemtenetinntns 


RITE-RITE MFG. CO. * DOWNERS GROVE, ILL. 


SUBSIDIARY OF JOSEPH DIXON CRUCIBLE COMPANY 


OFFICE MANAGEMENT AND EQUIPMENT 


detail firsthand and to know all working conditions. In 
addition to being a methods man, he also acts as the buyer 
of material things. Yes, he is busy and perhaps he works 
too hard. But, on the other hand, it isn’t the actual job 
that keeps him busy; it is that everlasting desire to know 
the why and wherefore of everything going on. He would 
work sixteen hours a day on any job given him. 

From this simplest form, the standards activity can grow 
to a fairly large and subdepartmentalized unit with special- 
ists in many fields. For instance, in a large corporation 
doing a good standards job, as a means of carrying out this 
function, the controller has appointed an Office Standards 
Committee. (See Chart I.) A chairman and a secretary are 
delegated from his departmental personnel; and other mem- 
bers represent each of the various operating departments. 
Although without direct representation, subsidiary com- 
panies benefit from the decisions of this committee. 


The duties of the committees are, briefly, “to establish 
standards of office equipment and supplies for use by all 
departments of the company; to be responsible for the 
development of specifications for, and correlation of use of 
general forms; to keep informed currently concerning de- 
partmental and commercial use of developments of office 
equipment and supplies.” 


Publication of standards 


Standards established by the committee are published in 
a catalog of office standards and circulated to all depart- 
ments and associated and subsidiary companies. The com- 
mittee also furnishes information concerning non-standard 
items recommended for use at particular locations or under 
special conditions. 

It has been found expedient to organize three sub-com- 
mittees composed of departmental staff members to deal 
specifically with studies of furniture, appliances, and sup- 
plies. Each of these sub-committees has made studies of 
items in its field of operation which have greatly increased 
the knowledge and ability to make more effective use of 
commercial items. They have set up complete standards on 
furniture, such as desks and chairs; on appliances, such as 
typewriters, adding and accounting machines; and on sup- 
plies covering the entire field of materials used in the office. 

The sub-committees carry on practical test and labora- 
tory experiments. They meet at intervals to formulate defi- 
nite recommendations to the main committee and to report 
on the status of uncompleted assignments. If recommenda- 
tions are acceptable to the main committee, standards are 
established and made effective through publication in the 
catalog. Otherwise, recommendations are returned to the 
respective sub-committee for further action or consideration. 


Another form of organization, (see Chart II) quite effective 
if very carefully administered, guided and stimulated, in- 
volves creation of a group of specialists who make their 
studies and form their conclusions from their findings. This 
can be called a bureaucratic type of attack. It can easily 
become autocratic and lose effectiveness. A-definite require- 
ment for such an organization is specially trained engineers. 
Some executives decry the term “engineer” in connection 
with office equipment and practices. An engineer on stand- 
ards must have training in the engineering and business 
methods fields to be successful. 

By and large, while the committee form of attack is slow, 
ponderous, and exasperating—particularly to the one-man 
stimulus always required—it is the democratic way and 
produces results which have a far wider acceptance because 
of the mere participation of all interests in the movement. 
Thus, to anyone undertaking such a program, it is suggested 
that at least a start be made on the all-sharing committee 
basis. Later certain participants may prove ideal timber 
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WHEN IT’S 72. IN PLASTIC 
Al -™ Wakes Y £ / 


IMMEDIATE DELIVERY 


_on the latest in original, 
attractive designs, es- 
pecially created from 
sparkling Lucite - Plexi- 
glas especially for you. 
You can order TODAY 
from the largest and 
most varied selection of 
Plastic ever available, Plexiglas . . . Deluxe Model. Letter 
and get it AT ONCE] 3nd, rmvqope Holder. Perpetaal cal: 

; ro Priced . . Expensive 


No. 540, Double Writing Set in Lucite- 


ONE of OVER 100 ALMAC USEFUL GIFT ITEMS 


Write for New 8 Page Catalog. 


ALMAC PLASTICS, Inc. 


ROOM 504, 230 FIFTH AVENUE 
NEW YORK 1, N. Y. 


. = 


efficiency 


WRITE Carbon Papers give you more and cleaner 
copies from each original. That saves extra typing. 


WRITE Typewriter Ribbons turn out sharp, clear, 
legible originals. And that saves re-typing. 


WRITE products are guaranteed—for quality, uni- 
formity, long wear. Let WRITE save you time 


and money. 
Ask your dealer, or write us today 


for FREE samples and attractive 
prices. 


immediate deliveries! 


420 P tagiod Avenue 
New York 17, N. ¥. 


FACTORY: Bridgeport, Conn. 


writ 
INCORPORATED 
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FOR HECTOGRAPH WORK 


THERE'S NOTHING BETTER 


MARS ond GLOBE - TROTTER 
COPYING PENCILS BY STAEDTLER 


4 They are the best hectograph pencils made 
—with the greatest possible copying 
power and density of color. 


2 They ore a high priced line of unequalled 
quality thus elimi laints and 


g rv 


assuring repeat business. 


Available in six colors 
Purple No. 933 Green . No. 2967 
Red . . No. 2965 lilac. . No. 2969 
Blue . . No. 2966 Brown . No. 2970 


J. S. STAEDTLER, INC. 
53-55 Worth Street _ New York, N. Y, 
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Cin Cis Cann te Mat 


Beck supplies for stencil duplicators are well-known for their high 
standard of quality and exceptional value. Beck stencils assure 
complete visability and easy proof reading. Beck Duplicator Corp. 
features stencils, duplicator inks, correction fluid, lettering guides, 
ink pads, stylii, and all types of duplicator papers. 


Write today for our complete, exciting three color brochure pre- 
senting all types a duplicating nadine. and supplies by Beck. 


BECK DUPLICATOR CORP. 


18 West 18th Street New York 11, N. Y. 
Telephone: CHelsea 3-7374 

BECK DUPLICATOR CORP. ~~ ~S—Ssr—SC<S;«T«; 3; STCTSCS*~C;*w 

18 West = he —_ | York 11, N. Y. 

Please color brochure 


of office machines and 
supplies. » 5-4 ae 


Name 

Address 

City Zone_...._... State. 
ee aan 


+ Ei eral aes yal he ad A die i ay tee =) aes Be ts yk ee ie rR oe RD Se Be Tee. 
i et ae Pe an A ia ao. as Se ae a ere "ae re 
-- > (gg a oh 8. 
In 
er : 
KS 
Ib 
nA ee 
ld 
Ww —_, + - ae. ; 4 * i 
on a ae , ~~. > 
FY » \ wee 
; . ee 
Rais a 
=—— Ses — 
<a ——_— = = 
es; as \ 
e —-, “wy, » La hme 
YH 4 At 2, 
ts. GZ < { . : ~{ é y 
* \ iy} ‘ AND , Bs nN 
n- J .~ t vt re A 4 tbe 
eS ” B : > aa << : 
Saez Se an . 
sh : PZ LE. SSS 4 Oo 
all EEN 
he = 
of 
e- 
ce 
me es aa 
48 
n- : 
rd ' 
er = 
eh : 
~al : 
os mmmcm cnn m cnc nc cmc errr aD } 
of " 
. 
of : 
on ao 
a a ee : . 
- aa ar . : 
pe Zs - k 
a- ke a bps G : 
mek y TA Mw, ¥y ai , 
fi- e AN , 7) : a 
' Os cf 
ort , WS SZ AS be =k “F Ree hi . 
t Neo The “ oa : 
: ate msn: ; 
~ eS WRITE ae 5 
ned , plat pa ors 
1 G “ =, + + ir Ky , 
he EY: path to - =e + 
#. SS | sf 
; a7 
ive 
in- 
his 
ily Po 
re- 
Ts. > 
ion 
id- 
ess ee r— 
Ww, 
a Pe 
ind as 
se 
nt. — re 
ted e 
tee oe 
ber Pe 
~ ee 1 
ee , OM Te: am oe. ae ‘a Re ¥, Bee ‘ Sei: §. . 
i) el eee a es Se ha — oti Sarre oS + pee oor 


BEACH 
Publishing Co. 


Detroit 2, Mich. 


Out He 
from wants 
VICTORY Beach’s 
steps “Common Sense” 
the Expense 
Salesman Reais 


Featuring the 


style. 
choose from. 


information. 


LESIN AND DIRECT 


ACME 


HONOR ROLLS 
37 E. 12th S#. 
New York 3 


HONOR ROLLS 


individual 
changeable letter method or 
the embossed name strip 
Many designs 


to 


For large or 
small capacities. Send for 
illustrated folder giving all 


CHAIRS 


MANY STYLES 

Folding Chairs 
Wood or Metal 

Tablet Armchairs 


Prompt shipment from 
stock. Please specify re- 
quirements when inquiring. 


Dept. 7 


ADIRONDACK 
CHAIR COMPANY 


Advertised and sold 
Nationally Since 1900 


MOORE PUSH-PIN COMPANY «¢ Svuce /900 
113-25 Berkley Street, Philadelphia 44, Penna. 


from which to form the faster moving staff form of organiza- 
tion made up of engineers, but seasoned engineers who will 
avoid the autocracy which is abhorrent to the idea and can 
cause failures. With such an organization the study and 
establishment of standards becomes a matter of detail, such 
as what te standardize, in what order, how to record and 
how to enforce. 


Conclusion 


The usual method of measuring results is by tabulating 
savings; and it is relatively easy to credit to standards work 
annual savings in the order of five to ten times the cost of 
doing the work. This seems worthwhile without argument. 


Establishing American office standards 


A national movement was started in 1939-40 to create 
office standards—American Office Standards—just as we 
have American Standards in the factory. In fact the move- 
ment might have been said to be international, for Canadian 
representatives participated. Naturally these standards 
would have a different basis of consideration than those we 
have just been discussing. American Office Standards 
must be basic, such as standard sizes for furniture, stand- 
ards of quality, standards of finish, and the like. Certain 
items already have had similar consideration. Insulated 
files are required to meet the underwriter’s specifications for 
exposure of one hour, two hours, three hours, or four hours. 
Just think how this has simplified the problem of providing 
adequate protection. Does it make sense to provide four- 
hour protection if all consumable material surrounding the 
file would be burned up, say, in one hour? In desk sizes, 
should we have almost as many as there are makes and 
grades of furniture? Should there not be an American 
Standard series of form sizes? 

All of these questions and hundreds more can be answered 
only by a completely cooperative study by manufacturers 
and consumers directed by an unbiased but thoroughly 
interested body, such as perhaps, the American Standards 
Association. Such organizations as the National Office Man- 
agement Association, National Association of Cost Account- 
ants, American Management Association, Life Office Man- 
agement Association, various manufacturers’ associations, 
and certain large and representative consumers pledged 
their support to the preliminary studies. This preliminary 
work had as its objectives the determination of acceptability 
and practicality of such work and if those are positive, the 
formation of a plan of attack. Work on this project was 
postponed for the duration of the war, but a meeting will 
be scheduled soon where all these interests can get together 
for discussion under the auspices of the American Standards 
Association. 


SAVE 50% and more! 


Reconversion to peace-time selling means you un- 
doubtedly need Addressing and Mailing. Room,equip- 
ment to carry on expanded direct mail advertising. We .. 
have this equipment for you—rebuilt and guaranteed— 
at prices that are as much as 50% below original cost. 


MIMEOGRAPHS ADDRESSING MACHINES’ TYING MACHINES 


LIQUID DUPLICATORS SEALING MACHINES LINE-A-TIMES = \ 
MULTIGRAPHS FOLDING MACHINES STAMPING MACHINES 
MULTILITHS LETTER OPENERS KARDEX 


and all supplies, accessories, parts 


. 


MAILERS SERVICE & EQUIPMENT CO. 
40 W. 15th STREET (Mailers Bidg.) NEW YORK 11 
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IMMEDIATE DELIVERY 


SUBJECT TO PRIOR SALE 


10 NO. 85 ELECTRIC REMINGTON BOOKKEEPING 
MACHINES AND STANDS 


6 NO. 23 REMINGTON VERTICAL BILLERS 
ELECTRIC CARRIAGE RETURN 


5 MODEL “D" FULLY ELECTRIC-AUTOMATIC SUNDSTRANDS 
— (ONE YEAR OLD) DOUBLE CROSS FOOTERS — EIGHT 
REGISTERS. 


ENTIRE LOT FOR $7500.00 (F. O. B. CHICAGO) OR 
WILL SELL SINGLY. 


SIMEON K. MARKMAN 


745 


134 N. LA SALLE ST. CHICAGO 2, ILLINOIS 


HONOR ROLL PLAQUES of 


Everlasting BRONZE 


There is no more fitting tribute your 
company can pay its members in the 
armed forces than a permanent Honor 
Roll Plaque in solid Bronze. Our 
mastercraftsmen can also supply you 
with desk signs, directories, door 
plates, and all the other useful things 
that can be made from beautiful, 
solid Bronze. Full size “pre-view” 
sketches will be supplied free. 


Write today for illustrated catalog OE 
and full information. 


UNITED STATES BRONZE SIGN CO. INC. 


_ “BRONZE TABLET HEADQUARTERS” ~~ 
570 BROADWAY, NEW YORK 12.N. Y. 


THE 
“AUTOMATIC 
MEMORY" 


Attracts High 
Grade Customers 


Top executives, officers, managers, 
foremen, etc., use Memindex—its ad- 
vantages are ideally suited to mana- 
serial duties everywhere, 

POCKET CASE 


What Memindex Is 
A Perfect Xmas 


ift and A memo system on cards in two handy 
; G units—genuine leather POCKET CASB 
First-of-the-Year for temporary data plus DESK UNIT 
Specialty for permanent records—but fo tran- 


seribing. Dated and otherwise indexed 
record cards fit both. The most re- 
markable memory aid ever devised— 
proved and improved for over 40 years. 
Also Mfrs. Daydex and Pocket Pal 


WILSON MEMINDEX CO., Dept. 3, 149 Carter St, Rochester 5, N, Y. 


ag 
Trade Mark Reg. 


The "SELECT BRAND" Emblem is 


your assurance of fine Quality Items... 


“K-Line” SELF-LOCKING POSTS 


The most efficient and economical binding 
posts obtainable for use in conjunction with 
various types of STORAGE BINDERS. 
LENGTHS: 1, 1/2, 2, 2/2, 3 & 42" 
Expansion Up to 71/2 Inches 


Write today for samples and descriptive 
booklet. 


W. R. KLINE CO., 

440-73rd Street, 

Brooklyn 9, N. Y. 
Trade Discount. 


Available for immediate delivery! 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 
and other visible systems. 
Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 

All completely rebuilt and guerenteed. 
“The House That Confidence Built” 


Universal Office Equipment Co., Inc. 
7-9 Waverly Place, New York, N.Y. GRamercy 3-3741 
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SELECT PAPER AND TABLET CORP. 


. Manufacturing Stationers 
585-601 DEAN ST. BROOKLYN 17, N. 


WRITE FOR 


G-+++-BANDS 


PRACTICAL and DURABLE 


GRIPTITE BANDS have become a 
"must" in commercial institutions, 
banks, factories, and retail stores. 
GRIPTITE BANDS KEEP CANCELLED 
CHECKS, SHIPPING RECORDS, RE- 
PORTS, ORDERS, and other valuable 
papers compactly together. They are 
easy to put on and take off. Made 
in lengths 6" to 54”. Can be used 
over and over again. 


Rochester Wire-O-Binding, Inc. 
108 Mill St. Rochester 4, N. Y. 


SAMPLES. 


Drawing 
MOoRILLA — 
ARTISTS’ Drafting 
MATERIALS : 
; Materials 
“DURA-SEAL” * 
adhesive Fm sah ee 
e + 
a. Drawing Instruments 
Availa 


T Squares, Triangles 
Ete. 


Sold by all good dealers. 
THE MORILLA COMPANY, INC. 


328-332 EAST 23rd ST. NEW YORK 10, N. Y.. 
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Every dept. of 
your business 
within easy 

reach of your 
voice! 


EXECUTONE Inter-Com gives y: 
your entire organization thro 
contact! A mere press of a 
directly with any member 


lables you to talk 
off, no matter how 


eliminates the end- 
back and forth from 


coygestion—keeps your phone lines 
frge for important outside calls. 


e@are sales-engineered, installed, 
| guaranteed and serviced by fac- 
| tory-trained specialists in principal 
cities. It will pay you to get the 
whole story. Mail the coupon now! 


PW Aeci/one 


COMMUNICATION SYSTEMS 
For full information, mail coupon today! 


EXECUTONE, INC. 
415 Lexington Ave., New York 17, N. Y. 


Please send free booklet d260n solving inter-com problems. 
Name. 


Fiem 
AA, City. 
beeuaseneee BUY MORE WAR BOND S weeeeeeeeeed 
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Agency Paper Co. ......ccce 22 
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Alliance Rubber Co. ........ 90 Mailers’ Service & Equipment 
Allied Carbon & Ribbon Mfg. ESP Er Pe 2 
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Anderson-Hickey Co., Inc..... 85 Morilla Co., The ........... 93 
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saves money and speeds office work 


Bates 
Numbering Machine 


The acknowledged leader 
throughout the civilized 
world for more than half 
a century. 


Bates 
File Fasteners 
Loy flat, bind tight. No 


Sharp edges. Positive slide 
locks. Neat, efficient. 


Bates Eyeleter 


Feeds, inserts and crimps 
eyelets in one instantane- 
ous automatic operation. 


Telephone Index 


Spin the knob and follow 
the red line. Finds 720 
names or numbers, presto! 


; Bates 
MunKee Pads 


Reversable, renewable 
filler. Clear, clean, impres- 
sions. Long-lived. 


aga 
Pig 


Bates 
List Finders 
Simplest listing device 


ever made. Ideal for home 
or office use. 


Bates Stapler 


Makes its own staples. 
5,000 in one loading. 
Can't jam or clog. Rugged. 


= 


Bates Perforater 


Easiest action, largest 
waste container. Compact. 
Economical. Long-lived. 


The time isn't too far off when the better stationers and stamp dealers will be getting 


more normal supplies of these Bates Office Helps. You will find the traditional Bates 


Quality, plus that extra value learned through the production of ultra-precision materials 


of war. It always pays to insist on the best. 


quality products 


The Bates Mfg. Co., Orange N.J. * N.Y. Office, 30 Vesey St- 
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| CAdvive TO THE Careworn... 


Pretty Dolly Do-it-well And as she wept and wrung her hands, 
Delayed, again, past quitting bell. Recalling school work that was grand 
Now, perhaps, she'll miss her date; Then ... at last she understood! 
Her machine has made her late. At school, she used an Underwood. 


NY “4 


— 


Dictation from the President Speak up, Dolly. You know how. 


Retyped ten times ... could not be sent. Tell your boss to "do it now". 
Type skipped and blurred and doubled back; If he really wants perfection, 
Hit light and dark and jumped off-track. He must purchase your selection. 


Wy 
Se 
L997 


in 
ash 


now Dolly's really not to blame; 
It's her machine should blush with shame. His picture is in every letter; 


The space bar doesn't work so well; Since he wants that picture good, 
The "e" fills up and looks like "1", Tell him ... "Buy an Underwood!" 


And here's a reason even better ... 


a 


Dear Boss: 
The keyboard cannot keep the pace. There’s a 
It jams ... and Dolly must erase. 
The wonder margin’s not so hot ... 


Won't stop the carriage on the dot. 


Picture of you in 
eve 
letter she writes. Give her wd 


Underwood, as soon as they 


are available*, so she can make 
that picture clean- 


cut and appealing, 


... BETTER! 


Copyright 1944, Underwood Elliott Fisher Company 
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